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In  troduction 


INTRODUCTION 


Welcome  to  1980  participants  in  the  Alberta  H i re-A-Student 
program.    With  this  year  marking  Alberta's  75th  anniversary,  the 
summer  promises  to  be  more  exciting  and  productive  than  ever. 
Communities,  groups,  businesses  and  individuals  throughout  Alberta 
have  been  encouraged  to  join  in  the  celebrations.     The  scope  of  events, 
activities,  and  projects  planned  will  be  widely  diversified,  and 
opportunities  for  students  seeking  summer  jobs  will   likely  be  greater 
than  ever. 

You  will   soon  become  familiar  with  Alberta's  H i re-A-Student 
program.     But  before  you  learn  the  details  of  running  a  H i re-A-Student 
office,  a  quick  overview  of  the  program  is  in  order. 

This  student  managed  program  is  a  cooperative  project  sponsored  by 
local  community  groups,  Alberta  Chambers  of  Commerce,  and  the  provincial 
and  federal  governments.     These  groups  work  together  to  meet  one  main 
objective  -  to  find  employment  for  students  seeking  summer  jobs  and  to 
help  employers  find  suitable  employees. 

To  facilitate  this,  H i re-A-Student  offices  open  in  the  spring, 
and  the  student  staff  go  out   into  the  community  to  talk  with  employers 
about  the  advantages  of  hiring  summer  help.     They  develop  lists  of  job 
openings  and  students  who  are  seeking  employment.     Students  who  visit  the 
offices  get  help  in  looking  for  jobs,  writing  resumes,  or  preparing  for 
job  interviews.     In  some  offices,  encouragement  and  advice  are  available 
for  enterprising  young  people  who  want  to  start  summer  businesses. 

The  H i re-A-Student  coordinated  summer  employment  program  benefits 
both  students  and  employers  in  several  ways.     Young  people  get  first 
hand  experience  in  occupations  that   interest  them,   learn  to  handle  the 
responsibilities  of  work  and  earn  much  needed  money  for  the  next  school 
term. 
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The  best  testimony  to  the  advantages  of  the  program  for  employers 
is  the  number  who  return  to  the  H i re-A-Student  centre  the  following 
year  to  hire  students  again.     Through  donations  of  time,  money  and 
invaluable  experience,  many  Alberta  employers  are  strong  supporters 
and  advocates  of  the  program.     The  local   Chambers  of  Commerce  are  the 
focal  points  and  energetic  organizers  of  much  of  this  essential  business 
support . 

The  federal  and  provincial  governments  work  together  to  coordinate 
resources  for  this  program.     They  conduct  training  programs  for  the 
student  staff,  and  their  expertise  in  placement  and  program  operation 
is  frequently  used  by  H i re-A-Student  staff.    The  governments  join  Chamber 
of  Commerce  representatives  on  an  Advisory  Committee,  which  oversees  the 
operation  of  Alberta  H i re-A-Student . 

The  secret  of  the  success  of  the  program  is  the  local  organizing 
committees.     They  are  the  heart  of  H i re-A-Student ,  and  provide  the 
program  with  its  strong  community  base.     The  operation  of  each  of  the 
H i re-A-Student  centres  in  Alberta  is  determined  by  the  local  committee. 
These  groups  bring  together  business  people,  local  Chamber  of  Commerce 
representatives,  teachers,  students  union  representatives,  interested 
citizens  and  government  resource  persons;  people  who  are  well  attuned 
to  the  particular  employment  needs  of  both  young  people  and  businesses 
in  the  area. 

This  Handbook  contains  basic  information  on  the  operation  of  a 
H i re-A-Student  program.     However,   it  is  simply  a  guide.     Each  centre  is 
unique,  so  don't  be  afraid  to  discuss  new  ideas  with  your  committee  and 
try  new  things;  be  creative.     New  ideas  are  always   in  demand,  and  the 
successful  ones  are  sure  to  be  borrowed  and  used  by  other  centres  or  even 
prov  i  nces . 


HAS. 

Administrative  Process 
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H I RE-A-STUDENT  ADMINISTRATIVE  PROCESS 

A.  Organizational  Structure 

Each  year,  federal  and  provincial  governments  work  with  the  Chamber 
of  Commerce  and/or  other  local  service  groups,  student  groups  and 
municipal  governments  to  establish  H i re-A-Studen t  offices.     The  actual 
organization  and  size  of  each  office  varies  depending  on  the  size  of 
population  of  the  community  or  area  it  serves. 

Since  each  H i re-A-Student  committee  is  autonomous,  the  diagram  on  the 
next  page  c^n  only  be  a  generalization  on  the  provincial  structure. 
Be  sure  to  ask  your  committee  to  explain  the  organization  as   it  is 
appl icable  to  your  local  office. 

In  the  diagram,  triangles  represent  where  policy  decisions  are  made. 
The  ovals  represent  people  who  work  directly  with  the  program,  and  who, 
through    their  reports  and  recommendations,  provide  input  so  that  effective 
decisions  can  be  made. 

When  the  shapes  overlap,   it  means  that  there  is  information  sharing  and 
a  coordination  of  resources. 

A  large  black  dot  indicates  that  direction  comes  from  above(ie  line 
staffing).     For  example,  the  diagram  shows  federal  and  provincial  year 
round  personnel  acting  in  resource  capacity,  but  also  responsible  to 
their  respective  ministers. 

However,  all  student  staff  are  responsible  to  the  local  H i re-A-S tudent 
committee,  even  in  the  larger  centres  where  students  may  in  reality 
report  to  a  full-time  federal  supervisor.     In  these  cases,  the  Hire-A- 
Student  committee  has  delegated  responsibility  for  day  to  day  operations 
to  the  member  of  their  committee  who  represents  the  federal  government. 

If  this  information  is  confusing  to  you,  don't  be  concerned.  For  student 
staff,  the  most  important  thing  to  remember  is  that  your  committee  is  the 
boss . 
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B.  H  i  re-A-Student  Advisory  Council 

In  1977,  the  Advisory  Council  was  established  by  the  federal  and 
provincial  ministers  and  by  the  Alberta  Chamber  of  Commerce.  The 
Council  objectives  are  to  coordinate  efforts  by  providing  advice 
to  the  three  primary  sponsoring  agencies,  and  secondly,  to  provide 
a  communication  link  and  an  advisory  resource  for  local  community 
groups . 

The  Hi re-A-Student  Advisory  Council   is  responsible  for  year-round 
program  promotion  on  behalf  of  all  sponsoring  agencies.     It  assesses 
the  program  each  year,  and  recommends  changes  and  develops  action 
plans.    As  well,  the  Council  generates  public  awareness  of  cooperation 
between  senior  levels  of  government  and  the  private  sector  represented 
by  the  Chamber  of  Commerce. 

The  Council  consists  of  three  representatives  from  the  Alberta  Chamber 
of  Commerce,  and  one  representative  each  from  the  federal  and  provincial 
governments . 

From  the  diagram,  student  staff  will  see  that  they  are  not  likely  to 
have  direct  interaction  with  the  Alberta  H i re-A-Student  Advisory  Council. 
However,  the  Council  does  hear  and  take  action  on  the  recommendations 
made  by  the  students  at  the  end  of  each  summer. 

Hi re-A-Student  committees  and  community  groups  are  encouraged  to  make 
use  of  this  resource.     Communication  to  the  H i re-A-Student  Advisory 
Council  should  be  directed  as  follows: 

Mr.   E-W. (Bill)  Smith 

Chairman,  Alberta  H i re-A-Student  Advisory  Council 
c/o  Calgary  Power  Ltd. 
P.O.  Box  1900 
Calgary  T2P  2M1 

Telephone  267~7300 
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C.  The  Coordinating  Team 

The  Coordinating  Team  works  year  round  to  plan  and  ensure  the  smooth 
operation  of  the  H i re-A-Studen t  program.     The  team  is  made  up  of 
provincial  and  federal   staff  members  who  work  together  to  coordinate 
and  assist  local  communities  in  this  program  operation. 

The  Coordinating  Team  for  1 980  is  headed  by: 


Linda  and  Julie  are  responsible  for  administering  the  program;  they 

look  at  problems  that  occur  on  a  province-wide  basis  and  make  recommendations 

accordingly,  as  well  as  providing  information  to  their  respective  ministers. 

Other  members  of  the  team  include: 

1)  Federal  H i re-A-S tudent  Coordinator  Lor i  Hunchak,  who  is  responsible  for 
liaison  with  local   Canada  Employment  Centres,  and  for  statistical 
reporting  procedures  and  the  collection  of  this  data. (Phone  420-2099) 

2)  A  H i re-A-Student  Administrative  Consu 1 tant (prov i nc ia 1 )  who  is  responsible 
for  the  financial  operations  and  procedures  that  apply  to  provincial 
government  funding  support,  and  for  the  written  resource  materials  and 
supplies  that  are  provided  to  you. (Phone  427-0115) 

3)  Cindy  Makowichuk,  H i re-A-Studen t  Operations  Consul  tan t (provi nc ia 1 ) 
works  directly  with  H i re-A-S tudent  committees  and  student  staff.  As 
well,  Cindy,   in  cooperation  with  Lori,  ensures  that  training   is  provided 
to  all  student  staff . (Phone  427-0115) 


Provinc  ial 


Federal 


Linda  Jorstad 
H.A.S.  Coordinator 

Alberta  Advanced  Education  S  Manpower 
Parkside  Building 
10924  -  119  Street 
Edmonton  T5H  3P5 
Phone  427-0115 


Jul ie  Munson 

Client  Services  Consultant 
Canada  Employment  &  Immigration 
Commiss  ion 

5th  Floor  -  9925  -  109  Street 
Edmonton  T5K  2J8 
Phone  420-2099 
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These  resource  people  use  the  information  provided  by  you  and  your 
committee  to  determine  Alberta's  Hi re-A-S tudent  needs.     They  welcome 
your  comments  in  your  monthly  and  final  reports,  and  encourage  you  to 
contact  any  of  them  throughout  the  summer. 


D.  H i re-A-Student  Committees 

1)  Urban/Rural  Committees 

Local  committee  support  of  the  H i re-A-Student  program  is  unique  to 
Alberta.    As  outlined  in  Appendix  A,  the  Hi re-A-Commi ttee  is  a  group 
of  individuals  who  volunteer  their  time  and  expertise  to  provide  the 
objectives,  guidance,  and  administrative  assistance  necessary  to 
operate  a  summer  student  placement  service  in  their  community. 

Long  before  the  H  i  re-A-S  tudent  office  opens  its  doors,  for  the  summer, 
the  committee  is  recruited  and  organized.    A  budget  is  worked  out 
based  on  recommendations  from  the  year  before,  and  basic  program 
policies  and  procedures  are  established.    The  recruitment  and  selection 
of  summer  staff  is  undertaken  by  the  members,  and  details  such  as 
office  space,  telephone,  desk  and  chair,  etc.  are  taken  care  of.  They 
continue  to  provide  advice  and  encouragement  to  the  office  manager 
throughout  the  summer  through  full  committee  meetings  with  the  office 
manager  and/or  by  members  simply  dropping  into  the  H i re-A-Student 
office  regularly  to  chat  informally. 

The  committee  provides  continuity  to  H i re-A-Student .     Many  of  the 
office  managers  won't  be  back  next  year  but  the  H i re-A-Student  program 
will.     The  committee  acts  on  the  recommendations  of  both  the  committee 
and  office  manager  of  last  year.     They  do  recognize  the  value  of  the 
office  manager's  input.     After  all,  he  or  she  is  closer  to  the  students 
and  is  doing  Hi re-A-Student  duties  full-time. 

Committees  expect  their  student  staff  to  keep  them  well   informed  about 
Hi re-A-Student  activities.     This  can  be  done  by: 
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-  sending  members  copies  of  monthly  reports, 

-  preparation  of  a  point  form  report  of  happenings,  statistics, 
promotions,  etc.  for  presentation  at  committee  meetings, 

-  taking  notes  at  meetings,  preparing  and  sending  minutes  to 
members.     This  way,  when  decisions  are  made,  or  if  someone  has 
been  delegated  to  do  something,  they  will  be  reminded. 

Students  should  be  aware  that  it  may  be  difficult  to  arrange  meetings 
come  summer  time.     As  well,  some  committees  are  reluctant  to  intrude; 
they  see  a  benefit  to  giving  their  staff  as  much  responsibility  as 
possible.     So  don't  expect  the  committee  members  to  come  to  you  -  you 
go  to  them,     vlust  give  them  a  call  to  let  them  know  what  you've  thought 
of;  do  they  think  it  will  work,  and  what  steps  should  you  consider? 
Or  arrange  to  meet  them  individually  for  coffee  .   .   .keep  the 
communication  channels  open,  and  be  sure  to  fully  utilize  this 
valuable  resource. 

2)  Steering  Committee 

A  steering  committee  is  formed  when  representatives  of  local  Hire-A- 
Student  committees  located  within  the  trading  area  of  a  major  centre 
meet  to  determine  H i re-A-Student  activities  for  the  region.     The  Chamber 
of  Commerce  representative  from  trie  urban  centre  is  usually  appointed 
chairperson.     Each  town  delegate  is  given  a  voice  in  the  planning  and 
operation  for  the  H i re-A-S tudent  program  in  that  area.     This  concept 
is  unique  to  the  southern  part  of  the  province(ie  Medicine  Hat,  Red 
Deer,  and  Lethbridge)  where  the  towns  are  not  very  far  apart,  and  so 
travel   to  meetings   is  not  difficult. 

Local  Canada  Employment  Centres 

The  federal  government  has  divided  the  province  into  twelve  labour  market 
areas,  and  has  established  a  main  Canada  Employment  Centre(CEC)  to 
facilitate  placement  activities   in  each  of  these.     As  well,  there  are 
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five  branch  and  eight  sub-offices,  and  in  Calgary  and  Edmonton,  two 
casual   labour  offices,  five  Canada  Employment  Centres  on-campus,  and 
two  Youth  Employment  Centres,  for  a  total  of  3^  Alberta  offices. 

The  main  objective  of  these  offices  is  finding  people  for  jobs  and 
jobs  for  people.     To  do  this,  a  variety  of  services  and  programs  are 
available.     If  smaller  offices  do  not  have  these  services,  arrangements 
can  be  made  to  assist  people  to  travel  to  the  larger  centres  where  full 
services  are  available. 

The  Canada  Employment  Centre  manager  in  each  of  the  twelve  major  labour 
market  areas  has  a  responsibility  for  the  employment  service  to  the 
public  in  that  labour  market  area.    Thus,  when  H ? re-A-S tudent  offices 
are  open  during  the  summer,  Canada  Employment  Centres  work  in  cooperation 
with  committees  to  provide  a  viable  service  that  can  meet  the  special 
needs  of  students  looking  for  summer  work.     The  manager  delegates 
responsibility  to  either  a  graduate  assistant  or  regional  coordinator 
to  liaise  with  local  committees,  the  coordinating  team  and  with  Canada 
Employment  Centre  staff,  and  to  provide  training  and  on-going  resource 
help  to  H i re-A-Student  offices  throughout  the  summer. 

Because  this  Handbook  makes  many  references  to  the  "local"  Canada  Employ- 
ment Centre,  Appendix  B  lists  their  addresses  and  telephone  numbers,  and 
details  communities  with  Hi re-A-Student  offices  by  labour  market  area. 

F.  H i re-A-Student  Centres 

In  Alberta,  H i re-A-S tuden t  centres  are  called  urban  or  rural.  This 
classification  is  confusing  because  it  is  not  based  on  population. 
Instead,   it  reflects  program  history,  methods  of  funding,  and  the 
complexity  of  operational  activity  that  exists  among  the  H i re-A-Student 
cen  tres . 

1)  Urban  Hi re-A-Student  centres  are  usually  located   in  facilities  separate 
from,  but  provided  by  Canada  Employment  Centres.     They  are  situated 
in  the  six  major  cities  of  Alberta  that  have  post-secondary  institutions 
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(Calgary,  Edmonton,  Grande  Prairie,  Lethbridge,  Medicine  Hat,  Red 
Deer) . 

Federal  and  committee  sponsored  employees  are  hired  to  place  students 
in  summer  employment,  promote  H i re-A-Student ,  and  provide  seminars 
for  students  on  job  hunting,  career  information  and  employer  relation 
techniques.     Four  or  more  students  are  employed  in  each  of  these 
centres . 

The  following  positions  are  available  in  urban  centres: 

a)  The  Urban  Centre  Coordinator  is  a  recent  graduate  of  a  post-secondary 
institution.     Under  the  direction  of  the  H i re-A-S tudent  committee 
and  the  guidance  of  a  Canada  Employment  Centre  supervisor,  the 
Urban  Centre  Coordinator  becomes  involved  in  the  following  duties: 

-  assists  in  the  planning  and  development  of  the  opening  and 
closing  operations  of  the  urban  H i re-A-S tudent  office. 

-  responds  to  requests  for  information  from  students  and  media 
inquiring  about  various  summer  programs  or  labour  market 
informat  ion . 

-  recommends  and  maintains  types  of  media  contact  and  initiates 
activities  to  support  community  oriented  student  hiring 
campa  igns . 

-  coordinates  employer  visiting  schedules  and  canvasses  area 
businesses  to  solicit  job  opportunities  for  students. 

-  supervises  student  staff  and  all  ongoing  activities  wi thin  the 
h i re-A-Studen t  office. 

-  trains  student  staff  in  selection  and  referral  of  student 
clients  to  employers. 

-  works   in  cooperation  with  a  regional  coord i na tor ( i f  one 
exists)   to  provide  service  to  region. 

-  reports  and  liaises  with  local  committee,  community  and  businesses. 


-  n  - 


b)  The  Student  Placement  Officer,  a  post-secondary  student,  is 
involved  in  student  job  placement  and  H i re-A-S tuden t  promotion. 
This  position  allows  students  an  opportunity  to  gain  experience 
in  interviewing  and  referral  techniques. 

c)  Support  Staff  are  secondary  or  post-secondary  students  who  do 
employer  visits,  school  presentations,  take  charge  of  publicity, 
or  provide  clerical  support  to  the  urban  offices. 

2)  Rural  H i re-A-Student  centres  are  located  in  towns  with  a  population 
over  1,500  or  demonstrating  a  need.     The  student  staff  place  students 
in  jobs,  encourage  employers  to  hire  students,  provide  information  on 
job  search  techniques  and  where  students  may  obtain  career  and  post- 
secondary  institution  information.     Number  of  staff  per  individual 
centre  is  less  than  four. 

The  following  positions  are  available  in  rural  centres: 

a)  A  Regional  Coordinator,  usually  a  second  or  third  year  post-secondary 
student,  assists  committees  and  office  managers  with  their  local 
program.     They  work  out  of  urban  H i re-A-S tudent  centres,  Canada 
Employment  Centres,  or  provincial  government  offices  and  act  as  a 
resource  staff.     Committees  usually  invite  the  Regional  Coordinator 
to  sit  as  a  member  and  delegate  the  responsibility  for  supervision 
of  details  of  local  office  management  to  this  resource  person.  The 
duties  of  the  Regional  Coordinator  are: 

-  to  establish  and  maintain  supporting  services  for  the  operation 
of  H i re-A-Student  in  an  assigned  region  of  the  province. 

-  to  operate  training  and  orientation  sessions  for  office  managers 
in  the  regional  area. 

-  to  .maintain  and  provide  daily  logs  and  statistical  reports. 

-  to  prepare  and  issue  a  regional  newsletter. 

-  to  contribute  to  the  H i re-A-S tudent  provincial  newsletter. 
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-  to  provide  an  assessment  of  the  operation  of  individual 
H i re-A-Student  centres. 

-  to  submit  a  final   report  on  the  regional  H i re-A-Student 
operations. 

-  to  provide  students,  employers  and  the  general  publicwith 
career  resources  and  government  programs   information  on  request. 

b)  The  Office  Manager,  a  high  school  or  post-secondary  student, 
often  has  to  be  a  "one  man  show"  because  at  various  times,  he/ 
she  is  expected  to  act  as  promotions  expert,  orator,  secretary, 
supervisor  or  statistician.     The  duties  of  the  Office  Manager  are: 

-  to  organize  and  operate  a  local  H i re-A-Student  office  according 
to  Hi re-A-Student  committee  direction. 

-  to  provide  students  with  information  on  the  program,  job  search 
techniques,  employment  opportunities,  and  the  process  of 
completing  job  applications,  and  to  register  students  looking  for  work 

-  to  contact  student  unions,  service  clubs  and  other  groups  to 
inform  them  of  the  program,  solicit  support  and  promote  student 
hiring  practices. 

-  to  plan  and  carry  out  a  promotional  campaign  for  the  program 
in  the  community.     This  entails  working  with  the  media,  making 
and  displaying  posters,  creating  and  carrying  out  publicity 
events,  organizing  special  job  creation  projects,  and  contacting 
home-owners  regarding  odd  job  prospects  for  students. 

-  to  receive  job  orders  from  employers,  and  make  suitable  student 
referrals  to  available  jobs. 

-  to  maintain  a  log  book  on  daily  activities. 

-  to  prepare  reports  as  required. 

-  to  submit  contributions  to  the  regional  and  province-wide  news- 
letters . 

-  to  maintain  appropriate  records  of  student  registrations, 
placements  and  promotional  activities  for  the  committee  and 
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the  provincial  and  federal  governments  as  required. 
-  to  respond  to  student  and  employer  requests  for  further 
information  on  government  programs  and  careers. 

Funding   For  H i re-A-Studen t 

Hi re-A-Student  centres  receive  monies  for  operations  from  various 
sources  and  through  differing  methods.     For  example,  Alberta  Advanced 
Education  &  Manpower  provides  direct  dollar  support  to  H i re-A-S tudent 
committees  via  contractual  agreement (see  Appendix  C  -  H i re-A-Student 
Funding  Support).     Many  Hi re-A-Student  centres  also  solicit  cash  support 
or  donations  in  kind(e.g.  office  space)  from  municipal  governments, 
service  clubs,  students  unions,  etc.     In  these  cases,   it  is  the  Hire-A- 
Student  committee  who  assumes  responsibility  for  the  money  and  determines 
how  i  t  wi 1 1   be  spent . 

The  federal  government  channels  their  resources  through  Canada  Employment 
Centres,  and  gives  responsibility  for  allocation  to  the  local  CEC  manager. 
These  resources  take  the  form  of  person-months ( i e  staff )  ,0  S  M(operating 
and  maintenance),  and  advertising. 

All  H i re-A-Student  centres  enjoy  community  support.     In  1979  fifty-one 
also  received  provincial  monies,  eleven  were  federally  funded,  and  eight 
had  resources  from  both  governments. 

Because  the  media  is  usually  interested  in  funding,  staff  should  be  aware 
of  the  sources.     It  is  suggested  that  local  community  groups  head  any  list 
presented  to  the  press,  to  ensure  acknowledgement  of  their  valued  support. 
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H.A.S.  Objective 


H I RE-A-STUDENT  OBJECTIVE 

Prog  ram  Object  i ve 

The  objective  of  the  Alberta  H i re-A-Student  program  is  to  help  students 
find  jobs  and  to  satisfy  the  summer  staff  requirements  of  Alberta 
employers.     As  activities  always  relate  to  this,  staff  must  have  an 
understanding  of  why  students  want  jobs,  and  why  employers  hire  students. 

1)  Why  Students  Want  Jobs 

Students  can  perform  a  number  of  different  and  interesting  jobs 
during  the  summer.     The  work  they  can  do  depends  on  their  educational 
background,  age,  previous  work  experience,  volunteer  activities  and 
possible  physical  strength. 

Each  student  has  his/her  own  reasons  for  seeking  a  job  during  the 
summer  break.     However,  a  few  key  motivators  are  as  follows: 

a)  Experience  -  many  students  recognize  the  importance  of  obtaining 
practical  experience  during  the  summer  that  is  related  to  their 
career  interest. 

b)  A  lead  to  permanent  employment  -  some  employers  recruit  full  time 
staff  from  among  their  former  summer  student  employees.     As  well, 
the  employer  may  select  part-time  staff  during  the  school  term 
from  his  summer  staff. 

c)  A  desire  to  relate  school   learning  to  practical  business 
situations  -  as  students  receive  more  education,  they  can  apply 
it  to  actual  work  situations. 

d)  A  desire  to  be  productive  -  few  students  are  satisfied  to  pass  the 
summer  months  without  accomplishing  something. 

e)  Finances  -  students  count  on  summer  income  to  offset   living  expenses 
during  the  following  school  term. 
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2)  Why  Employers  Hire  Students 

Employers  hire  students  for  several  different  reasons.  Some 
businesses  are  busy  during  the  summer  and  may  need  the  extra 
hands  and  help  that  students  can  provide.  Retail  outlets  need 
extra  staff,  and  students  can  do  an  excellent  job  of  serving 
the  public.  Some  businessmen  remember  how  much  a  summer  job 
meant  to  them.  Others  see  hiring  students  as  a  means  of  giving 
students  an  opportunity  to  gain  practical  business  experience. 

Similarily,  there  is  scarcely  a  home-owner  who  doesn't  have  a 
job  or  two  around  the  home  that  needs  to  be  done.  Such  tasks 
can  be  taken  care  of,  and  well,  by  students. 

B.  Achieving  The  Objective 

Overall,  H i re-A-Studen t  is  service,  with  a  smile  and  focuses  on 
the  fol lowing : 

1)  Employer-related  activities 

-  to  locate  potential  employers  and  identify  to  both  the  employers 
and  the  community  the  benefits  of  hiring  students. 

-  to  promote  public  relation  activities  which  support  hiring  students 
and  endorse  students  as  responsible  members  of  the  community. 

2)  Student  related  activities 

-  to  facilitate  the  matching  of  potential  employers  with  those 
students  seeking  jobs. 

-  to  offer  job  search   information  and  assistance  to  students. 

-  to  help  students  plan  their  own  money  making  projects(job  creation). 

The  remainder  of  this  handbook  provides  information  and  ideas  on  how  to 
do  these  activities,  and  reflects  what  has  worked  well  in  Alberta  Hire- 
A-Student  centres  over  the  years. 


Legislation 
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IV  LEGISLATION 

It  is  essential  that  H i re-A-S tuden t  staff  be  familiar  with  the  legislation 
which  applies  to  student  summer  employment  and  have  an  understanding 
of  how  this  legislation  affects  H i re-A-Student .     This  must  be  done 
before  receiving  student  registrations  and  employer  orders  or  referring 
students  to  a  job. 

A.  Labour  Regulations  And  Standards 

The  Alberta  Department  of  Labour  legislates  labour  regulations  and 

standards  under  the  Alberta  Labour  Act.    The  following  current 

Board  of  Industrial  Relations  Orders  should  be  posted  in  your  office: 

Number    1  -  Minimum  Wages 

Number    2  -  Minimum  Wages  -  Stusents  Employed  Part-time 
Number  11  -  Hours  of  Work 
Number  21  -  General  Holidays 
Number  31  "  Vacations  with  Pay 
Number  61  -  Termination  of  Employment 

And  Alberta  Regulations  318/7**  "  Employment  of  Young  Persons 

The  above  orders  provide  detailed  legal   information,  so  for  a  quick 
reference  to  labour  laws,  consult  the  pamphlet  LABOUR  STANDARDS  IN 
ALBERTA. 

Below  is  a  brief  summary  of  some  important  considerations  from  the 
Alberta  Labour  Act  regarding  student  employment. 

1)  Age 

-  students  12  and  up  to  15  years  (adolescents) 

-  are  limited  to  type  of  emp 1 oymen t (see  318/7*0 

-  employer  requires  written  consent  from  parents 

-  student  cannot  work  between  the  hours  of  Spm  to  the 
fol lowing  6am. 


17 


-  students  15  and  up  to  18  years(Young  person) 

-  student  cannot  work  between  the  hours  of  3  pm  and  12:01am 
unless  working  with  at  least  one  other  person  18  years  or 
ol der . 

-  student  cannot  work  between  the  hours  12:01am  to  the 
following  6am  unless  working  with  at  least  one  other  person 

18  years  or  older  and  unless  the  employer  has  written  parental 
consent . 

2)  Wages 

-  for  students  18  years  and  older  the  minimum  wage  is  $3.00/hour. 

-  for  students  under  18  and  working  part-time  during  the  school 
term  from  September  to  June  the  minimum  wage  is  $2.50/hour. 

-  for  students  under  18  and  working  in  July  and  August  the  minimum 
wage  is  $2,85/hour. 

-  The  Alberta  Labour  Act  does  not  apply  to  domestic  or  farm  labour 
jobs.     Therefore,  jobs  at  an  employer's  home,(ie  babysitting, 
lawn  mowing,  window  washing,  and  painting)  and  jobs  on  farms  do 
not  have  to  conform  to  minimum  wages ,parenta 1  consent  and  other 
requirements  outlined  in  the  Labour  Act. 

The  Act  does  apply  if  the  employer  is  a  business  firm  or  other 
registered  employer.     Note  that  mowing  lawns,  painting,  and 
window  washing  at  an  office  or  other  business  is  covered  by  the 
Alberta  Labour  Act. 

Note:  Rumour  has  it  that  minimum  waqes  will  be  increased  this 
spring.  Ask  your  regional  coordinator  for  clarification  when 
you  start  work. 
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3)  Hours  of  Work 

-  overtime:  except  in  special  cases,  the  allowable  hours  work 
are  8  hours/day,  kk  hours/week  in  a  maximum  of  six  working 
days  per  week.     Persons  working  more  than  this  are  entitled 
to  over-time  pay. 

-  minimum  hours  of  work  for  students  under  18,  attending  school 
and  working  part  time  during  September  to  June:     "Where  any 
period  of  employment  of  an  employee  is  less  than  two  consecutive 
hours,  the  employee  shall  be  paid  wages  for  two  hours  at  a 

rate  not  less  than  the  minimum  wage  to  which  they  are  entitled." 

-  minimum  hours  of  work  for  students  over  18  years  of  age  or 
under  18  years  of  age  and  not  attending  school (ie  during  July 
and  August):     "Where  any  period  of  employment  is  less  than 
three  consecutive  hours,  the  employee  shall  be  paid  wages  for 
three  hours  at  a  rate  not  less  than  the  minimum  wage." 

H i re-A-Student  centres  provide  information  on  labour  regulations  to 
students  and  employers,  preferably    by  handing  out  the  appropriate 
Alberta  Labour  pamphlets.     H i re-A-Student  should  provide  employees 
information  on  whom  to  contact  re:     suspected  infractions  of  labour 
regulations ( ie  nearest  Alberta  Labour  Standards  Branch),  but  staff 
should  never  be  directly  involved  in  any  dispute,  othertthan  to 
immediately  inform  their  committee  of  the  situation. 


Alberta  Human  Rights 

The  Alberta  Department  of  Labour  legislates  the  Individual's  Rights 
Protection  Act.     This  legislation  is  designed  to  provide  protection 
against  discrimination  in  employment  because  of  race,  religious  belief, 
color,  sex,  marital  status,  age,  ancestry  or  place  of  origin. 

Read  the  information  in  the  employer's  kit  prepared  by  the  Human  Rights 
Commission.  This  explains  how  the  act  applies  to  employee  recruitment. 
You  may  have  occasion  to  explain  these  government  guidelines  to  employers 
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C  i  t  izenship 

Only  Canadian  citizens,   landed   immigrants,  and  students  with  working 
visas  are  eligible  for  employment. 

Foreign  students  are  in  Canada  for  educational  purposes  only;  they 
are  admitted  on  the  basis  that  they  can  maintain  themselves  on  an 
equivalent  standard  of  living  with  Canadian  students.     Money  for 
their  existence  is  to  be  sent  from  their  home  country.  Foreign 
students  are  made  aware  before  entering  Canada  that  they  are  not 
allowed  to  accept  employment  in  this  country.     Student  placement 
offices  therefore,  do  not  have  the  right  to  offer  their  services  to 
foreign  students. 

Be  aware  that  if  a  foreign  student  is  found  to  be  employed  illegally, 
they  are  subject  to  deportation  with  very  little  chance  of  returning 
to  Canada. 

Social    Insurance  Numbers 

All  people  going  to  work  in  Canada  must  have  a  Social    Insurance  Number. 
Anyone  of  any  age  can  apply  for  a  Social    Insurance  Number(SIN)  which 
they  keep  for  1 i  fe. 

If  someone  comes   in  to  apply  for  a  SIN,  give  them  a  kit  and  help  them 
fill  out  the  form.     Directions  on  how  to  fill  out  the  form  are  provided 
in  the  booklet  in  the  SIN  kit.     When  the  application  form  has  been 
filled  out,  ask  them  to  take  the  form  in  person  to  the  nearest  Canada 
Empl6yment  Centre. 

In  order  for  the  application  to  be  verified,  the  applicant  must  have 
two  pieces  of  identification,  one  of  which  must  be  a  birth  certificate 
or  certified  copy(a  photo  copy  alone  won't  do).     Another  piece  of 
identification  could  be  a  school   identity  card,  Alberta  Health  Care 
Card,  Driver's  license  or  report  card. 
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The  application  should  only  be  mailed  if  it  is  impossible  for  the 
applicant  to  go  to  a  Canada  Employment  Centre  in  person.  Mailing 
in  original  documents  is  normally  not  recommended  as  documents  may 
be  lost.     If  an  applicant  must  apply  by  mail,  have  them  get  a  mail- 
in  kit  from  the  local  post  office. 

During  the  summer,  you  may  hear  the  phrase  "the  distinctive  number 
9".     This  refers  to  non- imm i grants  with  work  visas  authorizing  them 
to  work  for  a  specified  employer  in  Canada.    They  may  not  work  for 
any  other  employer  unless  their  visa  has  been  authorized  at  a  Canada 
Immigration  Centre.    These  people  will  have  a  SIN  with  a  "9"  for  the 
first  number  in  the  9"digit  series.     H i re-A-Studen t  and  Canada 
Employment  Centre  staff  may  not  assist  these  persons  to  find  work. 
They  should  be  referred  to  the  nearest  Canada  Immigration  Centre. 

However,  there  are  special  circumstances  where  persons  with  Social 
Insurance  Numbers  starting  with  "9"  may  have  special  permission  to 
look  for  work  in  Canada.     Their  papers  should  indicate  this  special 
permission.     If  in  doubt,  contact  your  local  Canada  Employment  Centre. 

There  will  also  be  students  in  Canada  authorized  to  work  for  specific 
employers  under  the  International  Student  Exchange  Program.     This  will 
be  indicated  by  the  visa  in  their  passports.     We  do  assist  some  of 
these  students  to  find  work,  but  they  must  report  to  their  Canada 
Immigration  Centre  in  person  if  they  change  jobs.     Contact  your 
regional  coordinator  or  nearest  Canada  Employment  Centre  if  you  are 
not  sure  of  a  person's  status  or  right  to  work. 

Refugees  who  have  come  to  Canada  recently  receive  landed  immigrant 
status,  and  as  such  are  entitled  to  work.     Their  passports  should 
show  a  Landed   Immigrant  stamp  and  they  should  either  already  have  a 
Social    Insurance  Number  or  should  go  to  their  Canada  Employment  Centre 
in  person  to  apply  for  one. 
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E.  Privacy  Legislation 

The  information  given  to  you  on  the  registration  card  is  strictly 
confidential.     Under  no  circumstances  should  data  be  released  without 
prior  consultation  with  your  regional  coordinator  to  ensure  that  you 
follow  procedures  recommended  by  the  local  Canada  Employment  Centre 
with  respect  to  this  legislation. 

F.  Injury    On  The  Job 

As  a  placement  agency,  H i re-A-S tudent  refers  students  to  prospective 
employers.     It  is  the  employer  who  makes  the  final  decisions  on  whom 
he  hires.     NEITHER  HI RE-A-STUDENT  NOR  ITS  SPONSORING  AGENCIES  HAVE  ANY 
LIABILITY  FOR  INJURY  OR  DAMAGE  TO  THE  STUDENT  OR  HIS  PROPERTY  WHICH 
MIGHT  OCCUR  WHILE  HE/SHE  IS  WORKING  ON  A  JOB  FOUND  THROUGH  H I RE-A-STUDENT . 

Many  jobs  placed  through  Hi re-A-Student  are  domestic  or  farm  labour. 
Therefore,   in  most  cases,  students  should  consider  themselves  as  private 
(independent)  contractors  and  assume  self-responsibility. 

G.  Parental  Consent 

As  outlined  in  the  Alberta  Labour  Regulations,   in  some  cases  employers 
require  written  parental  consent  to  employ  students.     It   is  THE 
RESPONSIBILITY  OF  THE  STUDENT  BEING  EMPLOYED  TO  GIVE  HIS/HER  PARENT'S 
WRITTEN  CONSENT  TO  THE  EMPLOYER. 

In  response  to  committee  request,  the  H i re-A-S tudent  Resource  office 
developed  the  sample  letter  and  form  shown  on  the  following  pages. 
Neither  is  a  legal  document.     Hi re-A-Student  offices  should  consider 
use  of  such  letters  and  forms  as  simply  a  method  of  informing  parents 
about  the  labour  legislation.     Student  staff  should  ask  their  committees 
for  direction  in  this  area. 
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Dear  Parent/Guardian: 

A  Hi re-A-Student (H .A. S . )  office  has  been  organized  in  your 
community  to  assist  local  students  in  finding  summer  jobs.  The 
Hi re-A-S tudent  office  manager  will  be  taking  job  orders  and  referring 
students  to  these  job  orders. 

The  Alberta  Labour  Act  limits  the  type  of  work  that  students 
fourteen  and  under  can  perform.     These  students  may  be  employed  in 
domestic  services  such  as  lawn-cutting,  hand  raking,  general  clean- 
up, or  baby-sitting.     The  student  of  this  age  group  may  also  be 
placed  as  a  delivery  person  of  small  wares  for  a  retail  store,  clerk 
or  messenger  in  an  office,  as  a  clerk  in  a  retail  store  or  as  a 
delivery  person  for  the  distribution  of  flyers  or  hand  bills  - 
providing  that  such  occupation  is  not  nor  is  not  likely  to  be  injurious 
to  the  life,  health,  education  or  morals  of  the  student. 

As  an  employment  service,  H i re-A-S tudent  refers  students  to 
prospective  employers.     It  is  the  employer  who  makes  the  final  decision 
on  whom  he  hires.     Hi re-A-Student  does  not  assume  liability  for  any 
injury  or  damage  to  the  student  or  his  property  which  might  occur  while 
he/she  is  employed  on  a  job  through  H i re-A-S tudent . 

Please  sign  and  return  one  copy  of  the  attached  form  if  you 
consent  to  your  child  or  ward  being  placed   in  a  job  through  H i re-A-Student . 

Thank  you  for  your  attention  to  the  above  matter. 

Yours  truly, 

(name) 

Office  Manager 

 Hi  re-A-Student 

(address) 
Phone  number 
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 Hi  re-A-Student 

Address 
Phone  Number 

Parent/Guardian  Consent  Form: 

This  is  to  certify  that  I  consent  to  my  child  or  ward  being 
referred  by  the  H i re-A-Student  office  to  a  possible  job  placement. 

I  also  consent  that  my  child  or  ward  may  be  employed  as: 
(show  occupations  on  the  following  lines) 


I  am  aware  that  Hi re-A-Student  and  its  sponsoring  agencies  are 
not  responsible  in  case  of  accident,  injury  or  sickness  to  my  child 
or  ward. 

Name  of  Student   

Signature  of  Parent/Guardian  


Date 


Service  To 
Employers  And 
The  Community 
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V.     SERVICE  TO  EMPLOYERS  AND  THE  COMMUNITY 

A.  General 

For  Hi re-A-Student ,  an  employer  is  anyone  who  will  hire  a  student  to 
do  a  job.     This  job  can  last  the  summer,  a  week,  a  day,  or  even  a  few 
hou  rs . 

This  definition  means  that  everyone  in  your  community  £  businesses., 
householders,  farmers,  government,  etc.  )_•  is  a  potential  employer. 
Approach  any  presentation  with  the  H i re-A-Student  objective  firmly  in 
mind  -  to  help  students  get  jobs. 

Naturally,  your  first  contacts  will   likely  be  with  "known"  employers, 
generally  from  the  "private  sector"(ie  business  community).  When 
speaking  with  them,  be  aware  of  what  hiring  a  student  means  to  business 
people.     As  well  as  salary  dollars,  they  must  also  pay  the  employers' 
share  of  Canada  Pension,  Unemployment  Insurance,  Workers  Compensation, 
etc..  A  good  employer  also  budgets  for  a  time  expenditure  to  train 
staff. 

You  may  have  to  persuade  business  that  both  the  time  and  money  will 
be  well  spent  and  show  that  there  will  be  a  return  on  this  investment. 

B.  Employer  Contact 

The  following  information  is  specific  to  the  individual  employer 

relations  visit(called  an  ER) .     It  is  up  to  you  to  choose  from  this 

the  areas  that  will  also  be  applicable  to  community  group  presentations. 

1)  Preparation  for  Employer  Visits 

a)  Talk  to  your  H i re-A-Studen t  committee.     They  will  help  you 
understand  the  economic  conditions  and  employer  attitudes 
current  in  your  area,  and  can  suggest  methods  of  approach.  Some 
committees  accompany  local  office  managers  on  their  first  few 
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employer  visits.     Be  aware  that  this   is  dependent  on  how  they 
see  you  doing  your  job  in  the  most  effective  way.     For  example, 
if  employers   in  your  area  applaud  self-reliance,   it  would  not 
help  you  sell  student  capabilities  if  you  did  not  approach  them 
entirely  on  your  own. 

b)  Make  a  list  of  all   the  employers   in  your  area.     This  can  be  done 

by  looking  in  the  phone  book,  consulting  town  offices,  your  Chamber 
of  Commerce  or  Board  of  Trade,  and  your  committee  members. 

c)  This  year,  staff  is  asked  to  list  the  business  with  its  standard 
industrial  code.     The  Standard  Industrial  Code  Book(S.I.C) 

(see  Appendix  D)   is  used  in  all  Canada  Employment  Centres.  It 
lists  all  the  types  of  industries  or  kinds  of  business  and  assigns 
a  code  number  to  each  one.     Placements  are  recorded  by  this 
industrial  code  for  statistical  purposes  in  order  that  we  can 
determine  in  which  industries  we  are  placing  people  in  jobs. 

The  important  thing  to  remember  is  to  find  out  from  an  employer 
what  kind  of  a  business  he  is  in.     This  is  often  easy  since  one 
can  tell  by  the  name  of  the  company.     Hotel  Macdonald  is  a  hotel, 
code  881  and  the  New  Main  Cafe  is  a  restaurant,  code  886.  However 
if  PCL  phones   in,  you  may  not  know  this   is  the  new  name  for  Poole 
Construction  Ltd.,  code  404 (bu i 1 d i ng  construction)  and  you  will 
have  to  ask.     Joe's  Welding  is  easy,  code  421 (Special  Trade 
Contractors)  but  Acme  Enterprises  may  be  difficult  as  they  may  do 
everything  from  sell  gas  to  rent  equipment.     If  the  major  portion 
of  their  business   is  renting  equipment  their  code  is  485.  Remember, 
once  properly  assigned,  a  S.I.C.  code  stays  the  same  for  each 
employer.     A  common  mistake  made  is  to  think  that  if  PCL  phones  in 
for  a  welder  helper,  then  the  code  is  for  a  welding  contractor (code 
421).     The  code  is  determined  by  the  industry  not  the  occupation! 
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All   CECs    have  employer  files  and  have  already  assigned  codes 
to  their  established  businesses  for  most  of  their  town.  You 
could  visit  your  CEC  or  have  your  regional  coordinator  obtain 
an  alphabetic  listing  of  employers  and  indicate  the  correct 
industrial  code  opposite  the  name  for  easy  reference.     If  you 
have  an  up-to-date  employer  number,  this  list  could  be  passed 
on  to  your  local  CEC  at  the  end  of  the  summer  as  many  CECs  do 
not  always  have  time  to  update  their  employer  files  for  smaller 
rural  centres.     This  sheet  could  be  a  handy  reference  list  for 
you  and  should  be  kept  on  file  for  next  year. 

EMPLOYER  LIST 

Name  and  Contact:  Address  Phone  S.I .C. 

Acme  Enterprises  Ltd.     124  -  Front  Street         627-39^7  485 
Bert  Wi  1  1  iams  Box  421 

Smalltown,  Alberta 

T5H  1N6 

d)  Plan  to  do  your  employer  visits  as  soon  as  you  are  hired. 
Using  your  list,  anticipate  which  employers  will  be  able  to 
use  help  the  earliest(ie  landscaping,  construction)  and  time 
your  visits  accordingly. 

e)  Don't  make  the  mistake  of  thinking  that  you  can  do  dozens  of 
calls   in  a  day  and  note  that  Monday  mornings  and  Friday  after- 
noons are  generally  poor  times  for  a  visit. 

f)  Don't  forget  the  little  guy.     Quite  often  large  companies  have 
very  effective  summer  placement  systems  but  small  companies  do  not. 

g)  Some  office  managers  have  found  it  effective  to  send  employers 

a  brief  letter  of  introduction  outlining  H i re-A-Student  services, 
office  location,  phone  number  and  hours  of  operation.     They  then 
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follow  up  the  introductory  letters  with  a  phone  call   to  the 
person  responsible  for  hiring  and  arrange  an  appointment. 

2.  Employer  Visits 

a)  When  you  visit  the  employer,   remember  to  take  all  your  equipment 
(ie  pamphlets,  business  cards,  job  order  forms  and  employer  visit 
record  sheets).     Another  item  that  might  come  in  handy  is  this 

Hi re-A-Student  handbook.     Sometimes  employers  ask  questions  that 
you  are  not  sure  about.     Look  in  your  book;  show  the  employer 
that  you  are  interested  in  finding  the  answer.     An  employer  likes 
to  see  initiative,  he  may  judge  other  students  by  your  example. 

b)  Dress  is  very  important.     This  does  not  mean  that  your  Sunday  best 
is  required,  but  dress  to  suit  the  business  you  are  contacting. 
Note  that  many  employers  have  a  real  aversion  to  jeans;  play  it 
safe,  don't  wear  them.     Be  neat  and  clean  --  and  smile. 

c)  The  purpose  of  your  visit  is  to  encourage  the  employer  to  hire 
students  -  preferably  through  the  H i re-A-S tudent  office.     To  do 
this,  why  not  get  the  full-time  staff  to  help  you?    When  you  go 
into  a  business,  greet  everyone  there  in  a  courteous,  friendly, 
professional  manner.     If  you  make  a  good  impression  on  the  staff, 
they  might  suggest  to  the  employer  where  they  could  use  student 
help.     Further,  some  employers  often  delegate  hiring  responsibility 
for  casual  staff  to  these  employees. 

d)  Keep  your  eyes  open.     Look  for  jobs  a  student  could  do.  For 
example:  you  see  that  the  employer's  stock  room  is  a  mess,  or 
the  windows  are  dirty,  etc..     Later,  use  these  observations  when 
speaking  with  the  employer  to  diplomatically  suggest  where  a 
student  could  help  him/her  out. 

e)  When  you  meet  the  employer  be  prepared.     Have  some  sort  of  greeting 
and  know  a  little  bit  about  the  business(ie  size,  service  or  goods 


-  28  - 


provided,  etc.).     For  example,   if  you  are  going  to  a  restaurant, 
you  might  say  to  the  manager,  "Good  morning  Mr.  Smith,  I 
understand  that  you  have  the  only  restaurant  here  that  specializes 
in  French  cuisine."     If  the  employer  knows  that  you  are  interested 
in  his  business  he  will  be  interested  in  yours.     Chances  are  he 
will  be  more  ready  to  utilize  Hi re-A-Student  services. 

f)  Speak  about  the  benefits  of  hiring  a  student.     Emphasize  that 
students  are  available  for  full-time  or  casual  jobs.  Explain 
to  the  employer  that  you  have  a  number  of  students  registered, 
and  outline  some  of  their  skills,  experience  and  training.  You 
could  also  casually  mention  that  younger  students  exhibit 
enthusiasm  for  almost  any  job. 

g)  Explain  how  the  H i re-A-Student  office  will,  at  no  cost  to 
employers,  screen  and  refer  suitable  applicants  to  them.  Stress 
that  is  the  employer's  responsibility  to  interview  and  assess(ie 
to  hire  only  if  the  student  will  satisfy  the  job  requirements). 
Mention  that  you  can  do  a  better  job  of  referring  students  when 
employers  are  specific  about  qualifications  when  placing  the  job 
order . 

You  may  also  want  to  mention  to  the  employer  that  if  you  can't 
satisfy  his/her  needs  from  local  student  resources,  that,  with 
the  assistance  of  the  local  CEC,  you  can  bring  in  a  student  from 
another  locality  or  even  another  part  of  Canada(See  Appendix  E, 
CI earance) . 

h)  Ask  for  questions.     If  you  are  asked  a  question  you  can't  answer, 
be  truthful.     Tell  him  you'll   find  out  and  get  back  to  him  -  and 
then  be  sure  you  do  it. 

(Note:  Employers  often  have  questions  about  the  minimum  wage  rate 
for  students,  so  carry  copies  of  the  pamphlet  "Labour  Standards  in 
Alberta"  that  you  can  leave  with  him/her). 
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i)  Give  the  employer  a  business  card  and   information  pamphlet. 
Thank  him  for  his  time. 

j)    If  you  don't  get  a  job  order,  don't  be  discouraged.  The 

employer  may  need  time  to  think  about  the  information,  and  find 
out  from  staff  where  a  student  could  be  used.     Fill  out  an 
Employer  Visit  form(see  below),   including  employer's  name,  the 
industrial  code  of  the  business,  address  and  a  record  of  the 
events  that  happened  on  your  visit.     Also,  record  any  comments 
made  by  the  employer  concerning  H i re-A-St udent .     If  the  employer 
has  mentioned  that  he  may  require  help  later  in  the  summer,  be 
sure  to  note  a  "call  back"  date  on  the  calendar. 


1+  Manpower  and  Immigration   Main-d'oeuvre  et  Immigration 


REPORT  OF  EMPLOYER  VISIT  , 
RAPPORT  DE  VISITE  A  L  'EMPLOY  EUR    \  FRONT) 


Employer's  Name  -  Nom  da  I'employeur 

1         Peking  Restaurant 

Address  —  Adresse 

414  -  3  Avenue  S. 

S.I.C.  Ind.  Code  -  C.T.I.  ^\ 

886  1 

i  No.  of  Employees 
\^Nbre  d'amploy4s  £Q 

Person  Interviewed  —  Personne  Interviewee 

Mrs,  Sam  Wong 

Title  -  TItre 

Assistant.  Manager 

Date  of  Visit-D»fe  da  la  visita 

May  1,  1980  J 

Has  used  our  services  in  the  past 


Was  pleased  with  Hire-A-Student 


Doesn't  need  anyone  now;  may  need  people  at  the  end  of  May  for 


waiter/waitress  positions 


Recommended  Follow- Up  Action  —  Suite  i  donner 

 May  need  waiter/waitress  end  nf  May 


Next  Visit  -  Procheine  visite 

May  ?4.  1980  


Name  and  Position  of  others  present  during  visit  —  Nom  et  tltre  des  autres  cadres  prisent  lors  de  la  visita 

.  Marv  Lee  -  hostess  


Bruce  Smitt  -  waiter 


< 


jor  Function  of  Visiting.  Officer 
Princlpale  fonctlon  de  I' agent  vlsiteur 
MC  SS  A/MGR  MGR 

f|crtj  appljTgble  jtD|  H.A.S. 

CM  GER/S  GER. 


Report  Completed  by- 
Rapport  remp/i  par  — 

Lorie 


Date  of  Report  -  Date  du  rapport 

May  1,  1980 


Supervisor's  Initials 
Initiates  du  superviseur 


MAN  737  t8/72V  7  830.2  1-02  0-8  093 
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(^OBSERVATIONS  ABOUT  EMPLOYER  —  General  Information.  Recent  Business  and  Manpower  Developments.  Turnover,  Future  Plans.  Work  Force  Composition^ 
Seasonal  Fluctuations,  etc. 

REMARQUES  AU  SUJET  DE  L'EMPLOYEUR  -  Hen  se  tenements  giniraux,  ivinements  ricents  relati/s  *  fentreprise  et  i  la  main- d'oeuvre.  roulement  de  par- 
sonnel.  projets  futurs,  composition  des  effactifs,  variations  saisonnidres.  etc.  ' 


large  restaurant  -  seats  200 


has  been  established  since  1965  and  expanded  facitities  in  1978 


hires  own  relatives  for  summer  help  but  may  need  additional  waiters 


and  waitress 


•employs  -  3  cooks 


1  hostess 


1  mixologist 


15  waiters/waitresses  nn  shifts 


no  bus  service  to  area  after  10  p.m. 


is  busy  after  7  p.m, 


hours  of  operation  11:00  a.m.  -  2:00  p.m. 


3.  Expecting  the  Unexpected 

If  you  are  properly  prepared,  and  have  a  confident,  positive  and 
professional  attitude,  your  visit  will  go  well.    However,  on 
occasion,  you  may  encounter  one  of  the  following  situations  and 
should  be  prepared  to  handle  it: 

-  if  the  employer  has  had  a  bad  experience  with  a  H i re-A-Student 
referral,  agree  that  there  are  some  students,  who,  like  non- 
students  find  it  difficult  to  hold  a  job.     Remind  the  employer 
that  H i re-A-Student  will  make  referrals,  but  it  is  the  employer's 
responsibility  for  hiring(Note:  don't  be  surprised  if  this  is 
new  information  to  the  employer.     In  past  years,  some  employers 
thought  they  had  to  hire  the  first  student  sent  to  see  them). 
State  that  the  employer  has  no  obligation  to  hire  students 
referred  if  they  can  not  fill   the  job  requirements.     You  could 
suggest  that,  with  a  more  precise  job  order,  there  will  be  less 
chance  for  referral  of  unsuitable  candidates.     Conclude  by 
stressing  that  H i re-A-Student  wants  employers  to  be  satisfied 
with  the  service  and  ask  for  suggestions  on  how  you  might 
improve  the  operations. 
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-  If  an  employer  becomes  abusive    and  unrealistic,  politely  excuse 
yourself  and  suggest  that  perhaps  another  time  would  be  more 
opportune  to  discuss  student  employment.     DO  NOT  engage  in  an 
argument  with  an  employer.     We  do  not  want  to  win  arguments  and 
lose  jobs  for  students.     Let  your  committee  chairperson  know 
what  occurred. 

-  if  you  encounter  the  friendly,  talkative  employer,   it  is  often 
best  to  present  as  much  material  as  possible  in  a  reasonable 
time  and  then  politely  but  firmly  leave. 

-  if  you  receive  an  "on-the-spot"  employer  order,  fill  out  the 
job  order  form  and  inform  the  employer  of  what  he  can  expect 
to  happen.     If  you  think  the  job  order  will  be  difficult  to 
fill  1  (high  qualifications  or  low  wage  rate)  tell   the  employer, 
and  explain  why.     Suggest  he  also  look  on  his  own.    Always  be 
open  and  honest.     It  prevents  misunderstandings  later. 

-  if  you  run  into  an  employer  who  doesn't  keep  an  appointment, 
remember  that  employers  sometimes  have  to  deal  with  emergency 
situations  and  honestly  forget  about  prior  commitments  with 
Hi re-A-Studen t .     Make  another  appointment;   if  the  employer 
again  is  not  available  send  him  a  letter  that  details  Hire-A- 
Student  services. 

-  if  the  employer  is  obviously  very  busy  when  you  call,  suggest 
that  you  will   return  at  a  better  time  and  leave  a  pamphlet. 

C.  Service  Club  Presentations 

1.   Each  community  has  several  groups  organized  by  community  minded 
ci tizens(e.g.  Chamber  of  Commerce,  Board  of  Trade,  Lions,  Rotary, 
Kinettes,  etc.).     A  list  of  the  groups  and  their  senior  officers' 
phone  numbers   is  likely  available  through  the  town  office. 
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As  soon  as  you  start  work,  you  may  wish  to  contact  these  groups 
for  financial  support,  or  simply  to  advertise  H i re-A-Student 
services.     Phone  the  senior  officers  to  find  out  when  the  regular 
meetings  are  held.     Follow  this  up  with  a  formal  written  request 
to  speak  to  the  group  and  state  the  date  or  dates  you  will  be 
available.     It's  a  good  idea  to  attach  a  draft  outline  showing  the 
approximate  length  of  your  presentation. 

Prepare  the  presentation,   including  the  same  general  information 
provided  on  employer  visits,  but  also  stressing  how  H i re-A-Studen t 
provides  service  to  students  and  the  community. 

Use  the  following  check  list  to  ensure  you  have  covered; 

a)  Personal   introduction  -  e.g.   I'm  Pat  Student,  manager  of  the 
Hi re-A-Studen t  office  located  at  .   .  . 

b)  Purpose  of  the  visit  -  e.g.  we  need  your  help  to  make  Hire-A- 
Student  a  successful  community  effort.     Governments  provice 
limited  monies,  generally  just  to  cover  staff  wage  costs,  so  we 
need  your  support  as  a  committee  member,  or  by  employing  students, 
or  by  supplying  accommodation  for  the  office,  desk,  phone  rental, 
office  supplies,  or  by  helping  out  with  co-operative  advertising, 
etc..     Therefore  we  are  asking  you  to  .   .  . 

c)  What  is  Hi re-A-Student  -  e.g.  a  program  aiming  to  bring  students 
and  employers  of  the  community  together  in  an  employee-employer 
relationship,  a  student  run  pre-screen ing  service;   it's  been  in 
your  area  for  .   .  .  years  and  placed  .   .  .  students  last  year,  etc.. 

d)  Who  is  involved  -  e.g.   the  Chamber  of  Commerce,  community  groups, 
and  federal  and  provincial  governments.     Chairperson  is  .   .  . 

e)  How  the  community  can  use  H i re-A-Student  -  e.g.   it's  a  free 
referral  service,  can  provide  help  for  jobs  .   .  . 

f)  Conclusion  -  restate  the  purpose  of  your  presentation,  mention 
again  where  the  Hi re-A-Student  office  is  located,  hours  and 
telephone  number,  and  thank  your  audience. 
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2.   Basically,  successful   public  speaking   requires  honesty(l've  got  a 
true  story  to  tell),  brevity(who  wants  to  listen  to  me  all  day) 
and  respect ( these  people  are  giving  up  their  time  because  they  think 
I  have  something  to  say). 

The  suggestions  listed  below  may  help  you  prepare  for  a  speaking 
engagement : 

-  over  a  period  of  several  days,  jot  down  ideas  concerning  your 
topic  and  arrange  them  in  sequence. 

-  write  out  the  speech  in  short,  crisp  conversational  sentences. 
Do  not  use  technical  jargon. 

-  read  it  aloud  several  times  and  condense  it  into  brief  headings 
on  cards. 

-  rehearse  several  times,  using  the  cards  only  as  a  guide.  NEVER 

try  to  memorize  a  talk  except  for  the  opening  and  concluding  remarks. 

-  intersperse  your  talk  with  illustrations  or  personal  experience. 

-  explore  the  possibility  of    using  visual  aids  such  as  posters, 
s 1  ides  or  f i 1ms . 

-  stick  to  the  subject  and  to  the  time  allotted. 

-  maintain  as  much  eye  contact  with  your  audience  as  possible. 

-  speak  slowly  and  clearly  so  that  everyone  can  hear  you. 

-  be  "over-prepared".     It  often  pays  to  have  with  you  all  sorts  of 
facts  and  figures  which  may  enable  you  to  answer  unexpected 
quest  ions . 

-  distribute  pamphlets,  your  business  card  or  other  appropriate 
literature  that  will  help  people  remember  you. 

-  make  copies  of  your  speech  available  if  media  representatives 
are  expected  to  be  present. 

-  always  give  the  chairman  brief  biographical    information  on  yourself. 

-  most  important  -  remember  to  SMILE. 


Service  To 
Students 
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VI     SERVICE  TO  STUDENTS 

A.  General 

It  is  your  job  to  provide  students  with  the  job  search  information 
and  materials  that  have  been  passed  on  to  you.     If  pertinent,  you 
can  also  relate  your  own  experiences  to  benefit  students  seeking 
work.     Information  sharing  is  an  important  aspect  of  your  job. 
Remember  this  when  interviewing  students  and  giving  school 
presentations . 

B.  Student  Registration 

Very  simply,  this  means  having  the  student  fill   in  the  H i re-A-Student 
registration  card  provided  by  the  Canada  Employment  Commission.  The 
card  is  easy  to  use  and  when  properly  completed,  gives  you  all  the 
information  required  for  good  referrals. 

Registrations  are  best  done  on  an  individual  basis  and  immediately 
followed  by  an  interview.    When  there  is  no  time  to  do  this,  have 
the  registration  card  completed  and  arrange  to  interview  the  student 
at  a  later  date. 

Some  H i re-A-Studen t  centres  set  up  booths   in  schools  or  take  registrations 
in  classrooms  to  provide  service  to  students  bussed  in  from  outlying 
areas.     These  centres  have  found  it  wise  to  contact  students  registered 
this  way  after  June  15  to  ensure  that  they  are  still   looking  for  work. 
They  recommend  that  you  don't  count  these  registrations  until  after 
this  second  contact,  because  a  number  of  students  will  have  changed  their 
plans  in  the  interim. 

C.  Interviewing  Students 

As  an  interviewer,  your  objective  is  to  obtain  enough  information 
to  accurately  match  the  skills,   interests  and  abilities  of  your 
client  to  those  required  on  the  employer's  order.     A  good  interview 
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leads  to  accurate  referrals,  which  in  turn  promotes  good  public 
relations  for  your  H i re-A-St udent  office.     You  will  achieve  your 
own  i nterviewnsty 1 e" ,  but  generally  interviews  have  the  following 
f o  rma  t : 

1)  When  greeting  the  client,  maintain  eye  contact  and  show  respect. 

2)  Take  time  to  put  the  client  at  ease.   (i.e.  talk  about  the  weather, 
or  topic  of  local    interest,  etc.).     This  is  called  establishing 
rapport . 

3)  Although  you  should  try  to  avoid  "set"  interview  questions,  it 

is  a  good  idea  to  use  the  registration  card  as  an  interview  guide 
so  that  you  get  the  required  information.     Rephrase  so  that  you 
ask  leading  questions;  sometimes  you  have  to  literally  "pull" 
information  from  the  client. 

k)  Skim  the  registration  card.     If  it  isn't  complete,  this  is  a  good 
opportunity  to  inform  the  client  that  employers  make  assessments 
based  on  what  they  see  on  application  forms.     Emphasize  the 
importance  of  completing  applications  neatly  and  accurately. 

5)  If  there  is  no  social   insurance  number,  suggest  the  client  apply 
for  one  at  the  nearest  Canada  Employment  Centre,  or  that  your  Hire- 
A-Student  office  can  provide  an  application  kit  to  them. 

6)  If  the  client  looks  extremely  young,  ask  him  for  identification. 
If  you  wish,  you  could  comment  on  the  labour  legislation  as 
applicable  to  persons  under  18  years  of  age. 

7)  Find  out  the  grade  the  client  has  completed.     This  can  lead   into  a 
discussion  about  school  subjects,  likes  and  dislikes,  extracurricular 
activities,  etc..     Such   information  can  be  important  later.     It  can 
help  you  relate  job  opportunities  to  applicant  skills.     For  example, 
suppose  the  client  liked  woodworking  and  you  have  a  job  order  for  a 
carpenter's  helper  .   .  . 
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8)  Do  the  special  skills,  special  qualifications,  and  previous 
experience  areas  next.     Discuss  these  in  detail.     Be  sure  the 
client  has  properly  assessed  these  areas.     For  example,  most 
businesses  would  not  accept  twenty  words    per  minute  as  a 
typing  skill.     Or  conversely,   if  the  client  has  not  noted 
activities,   inform  him/her  that  some  employers  find  babysitting, 
volunteer  work,  etc.  as  being  indicative  of  responsibility, 

and  that  he  should  be  sure  to  include  this  kind  of  activity  on 
appl icat  ions . 

9)  Now  you  have  the  information  needed  to  discuss  preferred 
occupations.     Try  to  differentiate  between  what  the  client  wants, 
and  what  he/she  will  take.     Explain  the  kinds  of  job  orders  you 
get.    Would  casual  work  appeal  to  the  student?     If  so,  put  down 
the  name,  telephone  number,  transportation,  tools,  etc.  on  your 
casual  worker  list.     Let  the  under  fifteen  age  group  know  that 
they  will  have  difficulty  finding  a  job  because  employers  prefer 
to  hire  older  students.    Would  they  be  interested  in  being  on  an 
Odd  Job  Squad? 

10)  At  this  point  you  will   likely  make  an  assessment  of  the  client's 
interests,  skills  and  potential.     Be  sure  that  this  assessment 
is  based  on  the  total   interview,  not  on  one  or  two  answers  you 
may  or  may  not  have  agreed  with. 

11)  If  you  refer  the  student  on  a  job  order,  recheck  the  order  to 
ensure  that  employer  requirements  are  met.     Give  the  student  a 
referral  slip  so  he  knows  where  to  go  and  whom  to  ask  for.  Ask 
him  to  let  you  know  the  results  of  the  interview  so  you  can 
take  further  action  on  his  behalf  if  necessary. 

12)  If  there  is  no  suitable  job  order,  close  the  interview  by  telling 
the  student  how  Hi re-A-Student  works,  and  suggest  that  he  check 
back  with  you  frequently.     Speak  frankly  and  honestly  about 
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employment  opportunities   in  your  area.     Suggest  that  the  client 
look  on  his  own  as  well,  and  provide  information  on  job  search 
techn  i  ques . 

13)    Immediately  after  the  interview,  record  your  comments  and  note 
the  plan  of  action  agreed  on  by  you  and  the  client. 

D.   School  Liaison 

Since  H i re-A-S tudent  provides  a  service  for  students,  schools  are 
one  of  the  best  places  to  promote  the  program.     However,  before 
interacting  in  a  school,  each  H i re-A-Studen t  manager  must  contact 
educational  author i t i es ( i e  superintendents,  principals,  counsellors, 
teachers)for  permission. 

You  do  a  school  visit  when  the  information  you  provide  deals 
exclusively  with  the  H i re-A-S tudent  office.     But,   if  you  talk  about 
summer  employment,  job  search  techniques,   legislation  applying  to 
students,  filling  out  application  forms,  writing  resumes,  handling 
interviews,  etc.,  and  simply  mention  H i re-A-Studen t  as  one  place  to 
look  for  a  job,  then  you  are  doing  a  "school  presentation"  or 
"creative  job  search  presentation". 

1)   School  visits  should  be  done  in  May  and  June  to  provide  information 
on  the  location  of  the  H i re-A- Student  office,  telephone  number, 
hours  of  operation,  etc..     You  may  find  it  advantageous  to: 

a)  set  up  information  booths  with  brochures. 

b)  speak  to  classes  during  school  hours  or  at  an  assembly. 

c)  organize  discussion  panels  with  representatives  from  schools, 
business,   the  Canada  Employment  Centre,  etc. 

d)  assemble  a  kit  for  distribution  through  the  guidance  office 

or  placement  centre( i ncl ude  minimum  wage  rates,  sample  resumes, 
pamphlets,  etc.). 
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e)  organize  discussion  panels  with  representatives  from  schools, 
business,  the  Canada  Employment  Centre,  etc. 

2)  School  Presentations  are  one  of  the  best  ways  to  share  your 

information.     If  you  are  well  prepared  before  you  go,  you'll  be 
able  to  speak  with  confidence. 

Following  is  a  detailed  outline  for  presentations.     Likely  you 
will  not  be  given  time  to  do  everything  listed,  so  choose  those 
areas  you  think  will  be  new  or  important  information  for  your 
fel low  students. 

a)  Preparing  for  the  Presentation 

i)  Look  at  the  time  you  personally  have  available.  If  you 
are  attending  school,  find  out  if  you  can  get  some  time 
off  to  do  presentations. 

ii)   Inform  school  authorities  that  you  are  available  to  do 
presentations,  and  when.     It's  a  good  idea  to  be  able  to 
outline  the  kinds  of  information  you  expect  to  provide, 
and  the  time  required  to  do  so.     This  professional  approach 
will  help  win  their  approval, 
iii)  After  obtaining  approval,  write  a  letter  of  introduction  to 
all  schools(or  teachers  of  classrooms)  that  you  wish  to 
visit,  enclosing  the  basic  outline  of  your  presentation. 
Follow-up  with  a  phone  call  a  week  later  and  schedule  your 
presentation  in  terms  of  the  time  they  will  give  you. 

iv)   if  the  school  or  teacher  will  not  let  you  do  a  presentation, 
offer  to  drop  off  some  information  or  ask  for  time  on  the 
intercom  system  to  announce  the  opening  of  the  H i re-A-S tudent 
office,  and  the  location  and  phone  number, 
v)  Ask  your  school  contact  person  to  put  up  posters  and  other 
promotional  material   three  or  four  days  before  your 
appearance.     (Remind  them  to  put  one  up  in  the  staff  room). 
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b)   Presentation  Content 

i)    Introduce  yourself  and  state  the  purpose  of  the  presentation 
(ie  to  discuss  creative  methods  for  finding  jobs). 
Immediately  involve  the  students  in  this  presentation  by 
asking  them  questions  (ie  how  many  have  a  job,  how  did  you  get 
i  t ,  etc. ) . 

ii)  This  can  lead  into  a  discussion  on  where  students  should  start 
looking.     Encourage  them  to  follow  the  steps  listed   in  the 
pamphlet  "Seeking  Summer  Employment  Sensibly".     Encourage  them 
to  look  on  their  own,  and  to  register  with  Hi re-A-Student . 
iii)  Tell  about  H i re-A-S tudent ,  give  the  office  location,  telephone 
number,  and  hours  of  operation.     Explain  the  registration 
process,  and  outline  the  types  of  jobs  that  will  be  available 
through  your  office. 

iv)  Legislation  is  important.     Mention  minimum  wage,  hours  of  work 
and  other  working  conditions;  note  that  all  employees  must  have 
a  social   insurance  number,  and  explain  how  to  apply  for  one. 
v)  Stress  the  importance  of  filling  in  application  forms  neatly, 
honestly  and  accurately.     Suggest  they  double  check  the  form, 
especially  with  respect  to  name,  telephone  number  and  address. 
Note  that  past  work  experience  is  important,  but  so  are  activities 
students  enjoy  and  do  well.     It  is  especially  important  for  first 
time  job  seekers  to  indicate  volunteer  work,  clubs  and  organizations 
they  belong  to,  and  sports  participation.     Emphasize  that  they 
should  indicate  the  kinds  of  equipment  they  can  opera te ( type- 
writers, front  end  loader,  etc.)  and  any  special  certificates 
they  have. 

vi)  A  resume  is  a  short  fact  sheet  outlining  applicant  qualifications. 
If  you  have  time,  use  the  suggested  resume  outline  on  page  k3  to 
provide  more  detailed  information,  or  hand  one  out  at  the 
end  of  the  presentation.     (Note:   resumes  have  been  "popular"  in 
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past  years,  but  lately,  a  number  of  employers  have  told  Hire- 
A-Student  resource  personnel   that  they  prefer  use  of  their 
own  application  forms.     There  is  no  hard  and  fast  rule,  so 
students  will  have  to  decide  which  to  use,  based  on  the 
individual  circumstance), 
vii)  Suggest  to  students  that  a  covering  letter  accompany  the 
application  or  resume.     The  letter  can  specify  abilities 
and  accomplishments  as  related  to  the  type  of  work  they  are 
seeking  and/or  that  particular  employer  contact, 
viii)  All  students  want  information  on  how  to  act  on  a  job  interview. 
Mention  the  basics  such  as  taking  required  papers  and 
informat ion ( ie  driver's  license,  Social    insurance  Number, 
birth  certificate,  names,  address  and  phone  numbers  of 
references,  etc.),  being  conservatively  dressed  and  arriving 
ten  minutes  early  for  the  interview.     Stress  that  they  should 
never  take  anyone  with  them  to  the  interview,  and  that  they 
should  know  as  much  as  possible  about  the  company (ie  produce 
or  service  sold,  size  of  operation,  kinds  of  jobs  available, 
etc.).     If  you  have  the  time,  expand  this  section  through  role 
playing  or  a  film  to  include  the  following  interview  dos  and 
don' ts : 

...don't  sit  until   requested  to  do  so. 

...be  natural  and  relaxed,  but  business-like.  Don't 

slouch  or  fidget. 
...let  the  employer  control   the  interview. 
...give  brief,  complete  answers;  avoid  rambling. 
...stress  qualifications  without  bragging. 

...during  the  interview,  remember  to  keep  eye-to-eye  contact 

with  the  interviewer. 
...do  not  "bad  mouth"  previous  employers  or  co-workers. 
...if  the  employer  does  not  indicate  when  further  contact 

will  be  made,  ask  when  you  may  learn  his  decision. 
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...thank  the  employer  for  the  interview. 

Further ^sugges t  to  the  students  that  they  can  anticipate  some 
questions  the  employer  might  ask  such  as: 

...why  do  you  want  to  work  for  this  firm? 

...what  do  you  have  to  offer  the  company? 

...what  salary  do  you  expect? 

...do  you  intend  taking  a  summer  vacation? 

ix)  Don't  forget  to  mention  how  to  keep  the  job.    This  is  dependent 
on  attitude,  appearance,   interest,  and  reliability.     Note  that 
a  reference  from  an  employer  will   likely  indicate  how  they 
performed  on  the  job,  not  on  how  well   the  employer  liked  them 
personal ly. 

x)  You  may  want  to  mention  alternate  summer  activities  for  students. 
Volunteer  work  can  be  challenging,  and  provides  good  experience 
and  training,  and  the  hours  are  flexible.     But  remember  to 
note  that  volunteer  work  is  like  any  other  job,  there  are 
commitments  and  responsibilities.     Summer  courses  can  broaden 
knowledge  and  abilities  and  help  develop  interests. 

xi)  Ask  for  questions;  don't  be  upset  if  you  don't  know  the  answer. 
Tell   the  student  you'll  find  out,  and  then  get  back  to  him/her. 

xii)  When  concluding  the  presentation,  repeat  who  you  are,  and  the 
H i re-A-Studen t  office,   location  and  phone  number.  Leave 
handouts  and  information  pamphlets(ie  "Seeking  Summer  Employment 
Sensibly")  and  thank  them  for  being  good  listeners. 

c)  School  presentation  follow-up 

Ask  your  school  contact  person  for  an  evaluation  of  your  presentation. 
This  will  give  you  more  ideas  and  pinpoint  areas  where  you  can  improve. 
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Use  school  facilities  to  advertise  H i re-A-Student  services.  For 
example,  you  can: 

-  place  posters  or  bulletins   in  central  areas,  and  in  school 
buses. 

-  enlist  the  support  of  the  student  council. 

-  write  a  column  in  the  school  newspaper. 

-  make  announcements  over  the  public  address  system. 

-  participate  in  a  Careers  Day. 

-  display  publications  in  the  library  and  foyer. 

-  arrange  to  take  registrations  at  the  schools  from  students  who 
live  in  rural  areas  and  do  not  have  easy  access  to  the  Hire-A- 
Student  office,  or  leave  a  supply  of  forms  for  students  to 
complete  and  mail  to  your  office. 
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SUGGESTED  RESUME  OUTLINE 


NAME: 

ADDRESS: 

TELEPHONE: 

SOCIAL  INSURANCE  NUMBER: 

BIRTHDATE: 
CITIZENSHIP: 

EMPLOYMENT  INTEREST  OR  CAREER  OBJECTIVES:     Try  to  relate  your  specific 
interests  to  the  job  at  hand  or  state  what  you  expect  from  the 
job  in  terms  of  short  or  long-range  goals.     Be  brief. 

EDUCATION:     Short  paragraph  that   includes  name  of  school,  type  of  program, 
date  started  and  completed  and  area  of  interest  if  applicable. 

WORK  EXPERIENCE  OR  EMPLOYMENT  RECORD:     (List  all   previous  jobs  held),  - 

most  recent  job  first,  then  others  in  chronological  order.  Include 
the  following:  a)  poisition  held,  b)  employer's  name,  c)  employer's 
address,  d)  your  responsibilities,  e)  wages  -  dates  of  employment, 
f)   reason  for  leaving. 

SPECIAL  SKILLS:     Any  special  courses  you  have  taken,  mach i nes  you  can 
operate,  etc.   that  you  feel  may  relate  to  the  job. 

VOLUNTEER  WORK  OR  RELATED  EXPERIENCE:     State  here  any  information  on 

volunteer  activities,  clubs,  and  organizations  which  have  helped 
to  build  up  skills  related  to  work.  Include:  a)  name  of  group, 
b)  period  of  invilvement,  c)  duties. 

EXTRA-CURRICULAR  ACTIVITIES:     List  here  any  organized  sports,  campaigns, 
etc.,   in  which  you  have  been  involved. 

OTHER  INTERESTS:     More  personal  section  describing  your  "spare  time" 
activities  and  hobbies. 

REFERENCES:     Either  listed  or  supplied  upon  request. 


BE  BRIEF,  NEAT  AND  CORRECT 
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Job  Creation  for  Students 

Most  offices  have  a  large  number  of  12  -  15  year  old  students  registered. 
These  students  have  limited  job  opportunities.     As  a  help  to  these 
students(and  older  ones)   in  their  sincere  search  for  work,  the  office 
manager  should  consider  job  creation  projects  for  July  and  August. 
Further,  job  creation  projects  can  benefit  the  community  by  providing  a 
needed  service  for  a  short  period  of  time(e.g.  a  town  cleanup  after  a 
fair).     They  also  can  provide  an  opportunity  to  increase  community 
awareness  of  the  program,  and  benefit  students  by  giving  an  opportunity 
to  earn  "pocket"  money  and  gain  experience. 

1)  When  a  younger  student  registers  with  your  office,  ask  if  they  would 
be  interested  in  being  on  an  Odd  Job  Squad.     Keep  a  list  of  willing 
odd  job  workers  handy  and  call  upon  them  if  you  decide  to  organize 

a  project.     You  must  have  the  student's  support  and  enthusiasm  first. 
An  Odd  Job  Day  isn't  any  good  if  only  two  students  show  up  to  work. 

2)  As  Hi re-A-Student  office  manager,  you  should  only  be  involved  in  the 
preliminary  organization  of  job-creation  projects.     Your  role  is 
that  of  initiator;  once  you've  got  the  ball   rolling  you  should  act 
as  a  resource  person  and  let  the  other  students  gain  experience  in 
setting  up  projects.     To  do  this  you  will  need  to: 

-  get  all   interested  students  together  and  ask  them  to  consider 
what  activities  would  be  appropriate  for  their  town.  Ensure 
that  their  service  does  not  duplicate  or  conflict  with  those 
already  prov i ded . (Remember  to  ask  your  committee  members  for 
their  suggestions  and  assistance). 

-  have  the  job  creation  group  select  one  person  to  be  responsible 
for  direct  supervision  and  coordination. 

-  have  the  selected  supervisor  and  the  students  plan  their  activities 
to  the  very  last  detail.     Go  over  the  plans,  preferrably  with 

the  H i re-A-Student  committee,  and  provide  suggestions  and 
constructive  criticism  to  them.     Consideration  should  be  given 


to  the  age  group  of  the  students,   the  number  that  will  show 
up,  weather,  money  involved(ie  fee. vs  hourly  rate),  who  will 
provide  supplies,  who  will   handle  supervision,  and  as  well, 
how  to  reach  the  employers. 

-  have  the  supervisor  ensure  that  each  student  understands  what 
his/her  task  is,  and  is  committed  to  doing  a  good  job. 

-  suggest  methods  the  students  can  use  to  promote  the  activity. 
Ensure  that  they  have  allowed  for  the  time  required  to  publicize 
the  event  before  it  happens.     Also,  be  sure  to  tell   them  to 
include  the  day,  event,  location  and  time  of  the  activity  on 

a  1 1  promotions . 

-  keep  records  of  all   students  involved. 

3)  Some  centres  encourage  the  individual  student  to  do  their  own  job 
creation  projects(ie  blitz  householders  for  odd  jobs).     To  help 
them,  the  H i re-A-Studen t  office  supplies  a  flyer,   listing  these 
odd  jobs,  and  leaving  space  on  the  flyer  so  that  the  students  can 
fill    in  their  own  name  and  home  phone  number. 

h)  Following  are  some  job  creation  projects  which  have  been  successful 
in  the  past: 

-  garbage-a- thon 

-  town  clean-up 

-  Operation  Vaca t i on (cut  grass,  hoe  gardens,  look  after  pets,  plants) 

-  picking  rocks 

-  w  i  ndow  wash  i  ng 

-  fruit  stands 

-  garage  sales 

-  Operation  C 1 ean-up  (after  a  fair  or  stampede) 

-  selling  baked  goods,  lemonade 

-  approach  groups  to  sell   tickets  for  upcoming  events 

-  working  for  senior  c i t i zens (wash i ng  windows,  walls,  running 
errands  or  just  keeping  them  company) 
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-  set  up  a  day  care  service  close  to  an  auction  mart,  farmers' 
market  or  local  fair 

-  set  up  a  typing  service 

-  sell  pop  at  baseball  games 

-  car  washes 

Student  Businesses 

Several  of  the  larger  urban  Hi re-A-Student  centres  operate  a  student 
business  registry  during  the  summer  months.     Student  businesses  are 
run  by  students  who  have  gained  specialized  skills  through  instruction 
at  school  or  through  previous  experience.     The  students  learn  to  deal 
with  the  whole  spectrum  of  a  business  operation.     The  experience  not 
only  increases  self-reliance  and  independence,  but  can  also  have  a 
high  earning  potential. 

The  community  can  also  benefit  from  student  businesses.  Where  seasonal 
businesses  are  often  booked  far  in  advance  for  work,  student  businesses 
can  provide  immediate  service.  Many  of  the  businesses  have  done  the 
same  work  in  previous  summers  and  have  obtained  a  high  degree  of  skill. 
They  have  been  able  to  maintain  a  good  quality  of  work,  yet  their  rates 
are  competitive. 

Student  businesses  can  involve  many  considerations.     Initial  capital 
required  to  get  started,   licensing  requirements,   insurance,  contractual 
obligations,   income  tax,  etc.  all  have  to  be  looked  into.     Urban  Hire- 
A-  Student  offices  in  Edmonton  and  Calgary  run  seminars   in  the  early 
spring  for  those  who  are  interested  in  trying  a  student  business  of  their 
own.     They  provide  information  on  starting  a  student-run  business  and 
make  employers  aware  that  these  businesses  exist.     The  student  business 
can  be  told  of  contracts  on  which  it  can  bid,  or  an  employer  may  be 
referred  directly  to  the  student  business. 

This  is  a  fairly  new  area  of  H i re-A-Student  that  is  becoming  quite 
popular.     If  you  feel   that  student  businesses  might  work     in  your  area, 
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feel   free  to  ask  your  resource  personnel  about  them.     Some  successful 
businesses   include  landscaping,  painting,  carpentry,  swimming  pool 
cleaning,  art  work,    interior  decorating,  window  cleaning,  and  housekeep 

In  many  cases,  odd  job  squads  have  been  so  successful   that  they  have 
become  an   informal   type  of  student  business.     Window  washing  and  lawn 
cutting  crews  can  create  such  a  demand  that  the  student  workers  may  be 
booked  up  for  many  days.     In  these  cases,  the  service  is  routed  through 
Hi re-A-Student ,  with  employers  calling  in  orders,  and  the  student  team 
specializing  in  that  particular  area  being  sent  out  for  the  job. 


Advertising 
And  Promotions 
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VII     ADVERTISING  AND  PROMOTIONS 

A.  General 

Part  of  your  job  is  to  "sell"  Hi re-A-Student  in  your  community;  to 
tell  people  about  the  service  so  that  they  can  use  it.     You  want  to 
stir  up  interest  and  support  for  Hi re-A-Student .     Your  goal   is  to 
increase  both  job  orders  and  student  registrations  so  that  you  can 
make  effective  referrals. 

There  are  no  instant  results  from  advertising.    A  newspaper  ad  or  a 
speech  to  a  service  club  on  a  Monday  does  not  mean  that  you  will  be 
swamped  with  job  orders  on  Tuesday.     But  you  have  to  let  the  community 
know  that  you  are  there,  and  that  employers  can  call  on  you  when  they 
need  help. 

A  good  promotions'  campaign  can  be  self-perpetuating.     Your  direct 
promotions  can  generate  positive  "word  of  mouth  advertising"  (ie.  an 
employer  telling  of  his  satisfaction  with  the  service,  community 
members  commenting  on  the  H i re-A-Student  float  in  the  local  parade, 
or  on  the  excellent  job  done  by  the  students  on  the  town  clean-up). 

How  you  handle  your  job  is  also  public  relations.     You  are  seen  to 
be  representative  of  students  and  their  capabilities,  so  act 
accordingly.     Appearance  and  attitude  are  important;  dress  neatly, 
know  what  you're  talking  about,  and  above  all  SMILE. 

B.  Planning  A  Promotional  Campaign 

Planning  takes  time,  and  includes  consideration  of  factors  that  must 
be  in  place  in  order  to  carry  out  your  campaign. 

Following  is  a  four  step  procedure  to  help  you.     Add  in  your  ideas, 
and  take  the  final  plan  to  your  committee  for  their  comment  and 
constructive  criticism. 
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1  .  Bra  i ns  torm i  ng 

The  purpose  of  this  step  is  to  get  you  thinking  and  collecting  as 
many  different  promotional   ideas  as  possible.     To  help  you  get 
started,  some  samples  from  past  years  are  included  at  the  end  of 
this  section.     Don't  restrain  yourself  .    .   .sometimes  the  wildest 
ideas  are  the  beginning  of  the  most  effective  promotions. 

Talk  to  your  committee,  newspaper  editor,  regional  coordinator, 
teachers,  fellow  students,  etc.     Jot  down  all   ideas  as  you  get 
them  so  you  don't  forget. 

It's  a  good  idea  to  organize  yourself  by  blocking  out  these  ideas. 
Keep  the  five  "W"s  In  mind: 

-  whom  do  you  want  to  reach? 

-  why  do  you  want  to  reach  them? 

-  when  would  be  the  most  effective  time? 

-  what  are  you  going  to  use  to  get  your  information  across? 

-  where  and  how  are  you  going  to  get  this  information  to  them? 

You  could  divide  your  summer's  activities  into  student  and  employer 
promotions  as  in  the  following  sketchy  examples: 
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Student 

Promot  ions 

When 

What 

Where  and  How 

Why 

May 

pos  te  rs 

school  poster  competition 

explain  purpose  of  H.A.S. 

May 

announcements 

run  off  on  school  dupl icator 

inform  how  to  use  H.A.S. 

school  visits, 

arrange  time  with  school 

presentat  ions 

per sonne 1 . 

May-Aug.edi  tor ial 

school,  local  papers 

inform  re:  office  opening 

newspaper 

and  closing,  daily  hours, 

article 

1  oca  t  i  on 

May-Aug 

school   i n te rcom- p repa re 

inform  kinds  of  jobs 

special  tapes 

ava  i 1  able 

school  bulletin  boards 

school  paper 

local   radio,  TV  station 

May-Aug 

handouts  , 

use  school  duplicator 

encourage  use  of  Hire-A- 

newspaper 

see  local  newspaper 

Student 

art  icle  , 

editors,  newsmen 

radio  or  TV 

announcement 

Employe 

r  promotions 

When 

What 

Where  and  How 

Why 

May-June    newspaper  articles      see  editor 

explain  purpose  of  H.A.S. 

service  club 

arrange  t ime  with 

and  its  value  to  them 

presentat  ions 

club  officials 

June 

newspaper  article        see  editor 

inform  re:  students 

avai lable 

May- 

posters 

i  n  stores ,  publ i  c 

remind  re:  office 

Aug  us  t 

advertisements             notice  boards,  post 

location,  phone  number, 

office,  see  editor 

hours 

visi  ts, 

arrange  with  employer 

special  events            float  in  parade,  town 

clean-up 
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2.  Research 

Gather  information  on  what  arrangements  are  necessary  to  carry  out 
your  promotional   ideas  (that    is,  the  what  and  where).     For  example, 
to  put  an  ad  in  the  paper,  you  must  find  out  when  the  news  deadline 
is,  how  the  ad  cost  is  determined,  what  kind  of  layouts  the  paper 
can  do,  and  whom  to  talk  to  at  the  news  office.     Get  advice  from 
people  experienced  in  advertising  and  promotions.     Their  ideas  could 
save  you  time,  and  make  your  campaign  effective. 

3.  Selecting  the  Best  Ideas 

Look  again  at  the  ideas  you  have  developed  and  decide  which  ones  are 
possible  for  you  to  do.     Do  a  "feasibility"  study.     Take  into 
cons  iderat  ion : 

a)  Promotional   costs  and  your  Hi re-A-Student  budget.     Some  Hire-A- 
Student  centres  must  generate  monies  from  within  their  community 
to  pay  advertising  costs.     Local  office  managers  should  check  with 
their  committee  to  see  how  this  is  to  be  done. 

H i re-A-Student  centres  located  in  facilities  provided  by  the  Canada 
Employment  and  Immigration  Commission  receive  federal  advertising 
funds.     This  staff  must  check  with  their  local   Canada  Employment 
Centre  personnel   to  find  out  advertising  allocations  and  methods  of 


Note:     the  Advisory  Council   recommends  that  all  ads,  whether  they 
are  paid  by  the  community  or  government,  should   include  the  Hire-A- 
Student  logo  with  appropriate  same  size  credit  lines  as   in  the 
following  example: 


paymen  t . 


HIRE-A-STUDENT 


Sponsored  by: 
Local  Community  Groups 
Alberta  Chamber  of  Commerce 


Canada  Employment  and 
Immigration  Commission 


Alberta  Advanced  Education  and  Manpower 
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b)  local  media  avai lable(e.g.  radio,  T.V.  stations,  newspapers) 

c)  other  "no-cost"  resources.     Is  it  possible  to  find  freebies? 
(ie  the  school  or  town  may  provide  some  paper  supplies  and 
copying  equipment). 

d)  dates  for  special  local  events(ie  you  might  tie  in  a  promotional 
project  with  a  local  fair  or  exhibition.     Remember,  I98O  marks 
Alberta's  75th  birthday.     Can  you  help  your  town  with  their 
celebration?). 

Drafting  a  Summer  Work  Plan  for  Promotions 

Jot  down  on  a  calendar  what  promotions  you  plan  to  do  each  week.  As 
well,  note  the  dates  of  provincial  or  regional  promotions  so  that  you 
can  coordinate  activities  in  your  community.    This  can  then  be 
incorporated  into  your  summer  work  plan. 

Timing  is  critical.     You  want  to  reach  as  many  employers  and  students 
as  possible  in  May  and  June.    When  drafting  your  plan,  consider  the 
fol 1 owi  ng : 

-  many  service  clubs  recess  the  end  of  May. 

-  school  presentations  and/or  visits  must  be  done  before  mid-June. 

-  student  registrations  and  poster  contest  entries  are  more  easily 
arranged  while  students  are  still   in  school. 

-  employer  relations  visits  should  be  done  as  early  as  possible. 

-  planning  an  extensive  campaign  to  announce  your  office  opening  to 
employers,  students  and  homeowners. 

-  replacing  posters  often  so  people  do  not  become  so  accustomed  to 
seeing  them  that  they  stop  looking. 

-  getting  media  coverage  -  visiting  the  editor  to  arrange  advertisements 
and  stories.     Arranging  to  be  present  at  special  events  and  visible 

in  the  community. 
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-  planning  a  campaign  to  close  the  office.     This  will  help 

H i re-A-Student  get  off  to  a  strong  start  the  following  year. 

C.    Implementing  The  Plan 

You  now  know  what  you  are  going  to  do.     The  following  will  help  you 
with  the  "how". 

I.  Personal  Appearances 

-  plan  what  you  are  going  to  say.     Have  basic  information  at 
your  fingertips.     Anticipate  questions  you  might  be  asked. 
Take  any  hand-out  materials(ie  business  cards,  pamphlets, 
etc.)  that  give  your  office  location  and  phone  number. 

-  ensure  that  your  audience  knows  exactly  what  you  want  from 
them.     For  example,  are  you  visiting  an  employer  to  get  a 
job  order,  or  is  your  purpose  to  ask  him  to  sponsor  a  news- 
paper ad? 

-  if  you  are  providing  information  on  the  program,  be  professional 
in  your  approach.     Stress  the  advantages  of  using  Hire-A- 
Student.     Indicate  the  benefits  of  the  program  to  the  community. 

-  at  the  close  of  your  visit  or  presentation,  clarify  arrangements, 
responsibilities  and  commitments.     For  example,  you  have  asked 
the  students'   union  for  financial  support.     Find  out  if  further 
information  will  be     required,  and  when  the  decision  will  be 
made . 

-  you  got  your  job  as  H i re-A-S tudent  office  manager  because  you 
presented  yourself  positively  to  the  hiring  board.  Approach 
your  presentations  in  the  same  manner  as  you  did  your  interview. 
Your  community  is  interested  in  you  and  what  you  have  to  say. 
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2.  Promotional  Materials  And  Projects 

-  catch  the  attention  of  your  audience. 

-  include  all  necessary  information  such  as  office  location, 
phone  number  and  hours  of  operation. 

-  clearly  explain  the  purpose  of  Hi re-A-Student . 

-  arrange  for  printing,  billing,  and  distribution  of  materials, 
or  dates  for  service  club  presentations  and  school  visits. 

-  clear  your  projects(ie  town  clean-ups,  car  washes,  etc.)  with 
town  officials,  etc. 

-  wind  up  your  campaign  by  preparing  thank  you  letters  and  media 
announcements.     Include  a  brief  report  on  local  Hire-A- 
Student  statistics  and  activities  and  inviite  your  community  to 
participate  next  year. 

Evaluating  The  Campaign 

As  Hi re-A-Student  staff  you  are  allowed  to  make  mistakes,  because  the 
only  way  you  will  make  any  is  by  trying  to  do  a  good  jobl  It's 
important  that  you  assess  the  campaign,  and  note  for  next  year's  manager 
what  worked,  what  didn't  and  why  it  didn't. 

There  are  various  ways  to  determine  what  the  community  thinks  of  Hi re- 
A-Student.     Discuss  the  program  with  employers,  students  and  your 
committee,  and  survey  other  community  members  by  telephone  or  mail-in 
questionnaires.     Carefully  word  your  questions  so  that  you  avoid  yes 
and  no  answers.     For  example,  ask  how  they  heard  about  H i re-A-Student 
to  help  determine  what  advertising  and/or  promotions  were  most  effective. 

Your  evaluation  should  also  include  comment  on  posters,  pamphlets,  etc. 
provided  by  the  Hi re-A-Student  coordinating  team  so  that  materials  used 
province-wide  can  be  revised(or  discarded)   if  they  are  not  having 
maximum  effect. 
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Advertising  And  Promotions  Ideas 

The  following  pages  show  a  few  examples  of  what's  been  done  by 
Hi re-A-S tudent  centres   in  past  years.     Use  the  ideas,  but  add 
your  own  as  wel 1 . 


POSTERS,  FLYERS,  BUSINESS  CARDS,  HANDOUTS,  DIES 
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POSTERS,  FLYERS,  BUSINESS  CARDS,  HANDOUTS,  DIES 
Special  Tips 

Purchase  a  rubber  stamp  that  has  your  name,  office  location  and 
telephone  number  on  it.     Make  sure  it  is  of  a  size  to  fit  the 
business  card  and  the  tear-off  on  the  "It's  Good  Alberta  Business" 
pamphl et . 

In  May  contact  your  local  schools  for  donations  of  bright  paper  and 
poster-making  materials  for  your  office  use. 

Run  a  poster  contest  in  elementary  schools  -  you  can  use  the  posters 
all  summer.     Ask  the  teachers  to  help  you.     They  might  make  this  a 
class  project. 

Put  posters  up  in  stores,  gas  stations,  community  halls,  churches, 
theatres  and  post  offices. 

Print  up  a  number  of  relatively  small  posters  which  an  employer  could 
place  on  his  desk  or  window  saying  such  things  as: 

I  Hired  A  Student  I  Hired  a  Student  and 

Why  Don't  You?  °r  I'm  Glad   I  Did. 

Have  flyers  or  leaflets  printed  or  make  them  up  and  approach  various 
outlets  to  include  them  in  their  shopping  bags.     Examples  of  slogans  are: 

Joe's  Drugs  Hire  Students;  How  About  You? 

or 

You'd  be  Surprised  What  a  Student  can  Do  for  your  Organization! 
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Flyers  printed  with  information  about  hiring  students  can  be  put  in 
householders'  mail  boxes  or  delivered  through  a  general  mail  drop. 
Each  centre  must  contact  the  local   post  office  for  a  householders' 
permit  before  they  can  take  advantage  of  a  general  mail  drop.  Or, 
ask  your  fellow  students  to  help  you  with  delivery  of  flyers. 

Cooperation  on  advertising  between  two  or  more  towns  can  be  an  effective 
way  of  stretching  your  budget  and  reaching  those  people  who  shop 
in  neighbouring  towns.     Get  together  with  the  office  managers  in  nearby 
towns  and  list  both  your  names  and  phone  numbers  on  posters  and  flyers. 

Ask  restaurants  if  you  can  set  two-sided  business  cards  on  tables  or 
leave  your  business  cards  near  their  cash  register. 

A  die  is  the  message  that  appears  on  a  letter  when  it  is  put  through 
a  posting  meter.     Usually  the  message  is  supporting  a  nonprofit 
organization.     Ask  the  local  post  office  or  other  establishments  with 
their  own  posting  meter (such  as  the  town  office)    if  you  can  have  a 
Hi re-A-Student  slogan  printed  and  used  as  a  cancellation  die. 


GENERAL  FLYER 
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CALL  SANDY 


for  :  Summer  Jobs 

Summer  Help 

YOUR    VEGREVILLE    HIRE  A  STUDENT    OFFICE  IS 
LOCATED    IN  THE    TOWN  ADMINISTRATION  BUILDING 
(  LOWER    FLOOR ).     STUDENTS    PLEASE  REGISTER 

IN  PERSON. 

Our  objective  is  to  assist  students  seeking  employment, 
and  employers  seeking  students. 

We  want  to  encourage  active  youth  in  our  community.  We 
need  YOUR  support.     Register  any  full-time,  part-time,  or  odd 
household  jobs  with  our  office.     We  are  open  9  a.m.   -  5  p.m. 
every  weekday. 


I  GENERAL  FLYER | 
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Hire  H  ttuikrrrt 


Students:  contact  the  nearest  Hire  A  Student  Of- 
fice to  register  for  summer  jobs.  Employers  and 
householders  are  urged  to  do  the  same,  to  4tnd 
summer  help. 


There's  An  Office  Near  You! 

Hire  a  student PortTime  or  fait  77/ne 
lor  your  business  or  around  your  home, 


>Lacomte 

"  Hire 


•A- 

Swalcmr 


(Hoi-neoiMnerx  must 
Suppl-y  lownr»oujers) 

For  oj^K/*!.00  ^ou 
can   hove  your 
-front  jovAJn  movjed 
find  for  onjv  i\P$t 

both  -fhe  front  and 

back  lovjon  wj'II  be. 
Cut, 

Tt_EftsE.  Book 

|  ahead  -  orders 
must  be  fn  by 
|  noon,  Wed?Ju\^  2.5;i«m 


IS 

hero  h* 


9 


Lamm  Momihg 

Buy  z  * 

ON  THURSDAY   JULY  %# 
C/^LL  78£-383Z 


BUSINESS  CARDS 
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f Stony  Plain 
lire  fi  Student 


Lilly  Sedtke 
H.A.S.  Office  Manager 
963-2151 


FLYER  TO  HOUSEHOLDERS 


.  HO  Time  to  now?? 
r  NO  Ti<ne  to  paint 
r  1&AT  fence?  NO  Time 
To  sit  aroumo  and 
Soak  up  the  sum?  why 
Mot  give  HUte-A-STUftftir 

A  CALL?f  THETLL  HAVE 

(  A  STUDENT  For  You  ' 

For  moRE  information/ 

CALL:  [  CATHY  MtLSoM  1 

CRSDW/VTBR  ftOLF  CLUB)  I 


pTENT  CARDS  ON  RESTAURANT 

I  TABLES,  COUNTERS,  ETC.  J 
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Have  fi  Young  .Summer ... 
Hire  fl  Student 


FOR  MORE  INFORMATION 

CONTACT  KATHY  AT 

349-3346, WESTLOCK 

OR  DROP  BY  THE  M.D.  BUILDING 

ROOM  10  2. 


SHOPPING  BAG  TEAR  SHEETS  | 


***** 


Dear  Householder: 

I  belong  to  the  Hire-A- 
Student  ODD  JOB  SQUAD .  If 
there  are  any  small  jobs 
that  require  doing  around 
your  house,  RELAX  --  and  we 
will  do  the  work  for  you. 
Just  phone  23^-4101  and  ask 
for  me  and  I  will  be  glad 
to  do  an  odd  job  for  you. 


MY  NAME  IS: 


IP 

IN 

FT.  MCLEOD 


SHOPPING 
BAG  STUFFER 
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23#  *VYSml 


31 


38 


HIRE 
A 

STUDENT! I 


The/  really  work! 

^Babysitting! 
*Painting! 
*Other  odd  jobs 


Contact : 

Brigitte  Graf 
H.A.S.  Co-ordin- 
ator 

2nd.  Floor  Feder- 
al Bldg. 
Biairmore 

Phone:  562-8211 


The  children  of  householders  can  play  with  the  flyer 
way,  the  information  isn't  automatically  thrown  away. 


that 


CANCELLATION  DIE 


BOX  5555 
RED  DEER,  ALBERTA 
T4N  5H6 


-  65- 


HANDOUT  TO  STUDENTS  RE:    ODD  JOB  SQUAD 


ARE  YOU  13  -  15  YEARS  OLD  AND  LOOKING  FOR  A  JOB 
HERE  ARE  THE  FACTS 


The  Edmonton  H i re-A-S tuden t  office  has  a  special  program  to  help  you 
find  a  job  and  to  encourage  employers  to  hire  students  of  your  age. 

There  are  certain  restrictions  within  the  Alberta  Labour  Act  regarding 
job  opportunities  for  students  under  18  years  of  age. 

IF  YOU  ARE  13  OR  1^  YEARS  OF  AGE 

1.  You  can  work  at  the  following  kinds  of  jobs: 

i)  Delivering  newspapers,  flyers,  handbills, 
ii)   Being  an  errand  person,  "go-for"  or  clerk,   in  an  office  or  store, 
iii)   Doing  lawn  and  garden  maintenance,  general  housec 1 ean i ng  or  babysitting. 

2.  You  may  only  work  from  6:00am  to  9:00pm. 

3.  You  can  work  up  to  two  hours  on  any  day  that  you  go  to  school. 

4.  You  can  work  up  to  eight  hours  on  any  day  that  you  do  not  go  to  school . 

IF  YOU  ARE  15  YEARS  OF  AGE 

1.  There  are  many  more  jobs  available  to  you. 

2.  You  can  work  until  midnight  only   if  you  are  under  the  constant  supervision 
of  an  adult. 

3-   You  can  work  between  midnight  and  6:00am  only  in  establishments  such  as 
hospitals  and  manufacturing  plants;  with  written  consent  from  your  parent 
or  guardian,  and  the  constant  supervision  of  an  adult. 

MINIMUM  WAGES 

1.  Under  18  years  of  age  -  $2.85  per  hour. 

2.  Under  18  years  of  aqe  and  working  part-time  while  attending  school  - 
$2.50  per  hour. 

3.  If  you  are  working  for  a  private  household,  your  employer  does  not 
have  to  pay  you  minimum  wage. 

The  13  -  15  Year  Old  Program  begins  on  June  15.     During  June  our  office 
is  open  until  6:00pm.     It  is  best  to  wait  to  look  for  a  job  until  you  are 
able  to  start  work  immediately.     We  are  located  at  99^3  -  109  Street. 

We'll  do  our  best  to  help  youl 
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HANDOUT  TO  EMPLOYERS  RE:    ODD  JOB  SQUAD 
Employer  Fact  Sheet 


The  Thirteen  to  Fifteen  Year  Old  Program  is  a  new  concept  within  the 
H i re-A-Student  operation.     This  program  is  designed  to  encourage  younger 
students  to  obtain  work  experience  which  will  enhance  their  employment 
opportun  i  t  i  es . 

Students  of  this  age  group  possess  certain  job  eligibilities  within  the 
Alberta  Labour  Act.  Employers  are  encouraged  to  hire  students  with  the 
following  qualifications  in  mind. 

Areas  of  employment  13  to  15  year  old  students  are  eligible  for: 

1.  Delivery  person  of  small  wares. 

2.  Clerk  or  messenger  in  an  office. 

3.  Clerk  in  a  retail  store. 

4.  Delivery  person  of  newspapers,  handbills,  or  flyers. 

5.  Lawn  and  garden  maintenance,  general  household  cleaning,  and  babysitting. 

Note:     Fifteen  year  olds  are  considered  the  same  as  sixteen  year  olds  and 
are  eligible  for  a  wide  range  of  employment  opportunities. 

Wages : 

1.  Under  18  years  of  age  -  $2.85  per  hour. 

2.  Under  18  years  and  working  part-time  while  attending  school  -  $2.50/hr. 

3.  Domestic  jobs  for  a  private  household  -  wages  negotiable  between  employee 
and  employer. 

Young  persons  12-14  years  of  age  are  not  allowed  to  be  employed  between 
9:00pm  and  the  following  6:00am. 

Those  persons  12-14  years  of  age  can  be  employed  between  9:00pm  and  12:00 
midnight  under  the  supervision  of  an  adult.     Employment  between  12:00 
midnight  and  6:00am  is  only  permissible  in  establishments  such  as  hospitals 
and  manufacturing  plants  with  written  parental  consent  and  the  supervision 
of  one  or  more  adults. 

If  you  find  you  have  job  opportunities  in  the  areas  listed  above,  or  have 
any  questions  regarding  the  13~15  Year  Old  Program,  please  feel  free  to  call 
us  at  425-3570.     We  are  located  at: 

9943  "  109  Street 
EDMONTON,  Alberta 
T5K  1H7 


LETTERS,  QUESTIONNAIRES 
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LETTER  RE:    ODD  JOB  SQUAD 


Edmonton  H i re-A-Student 
99^3  -  109  Street 
Edmonton,  Alberta 
T5K  1H7 

Edmonton  H i re-A- Student  is  a  community  sponsored  organization  which 
acts  as  a  liaison  between  employers  seeking  summer  help,  and  students 
who  are  available  for  summer  employment.    We  have  many  specific  areas 
of  the  program  including  a  casual   labour  section,  student  businesses, 
and  a  13  -  15  year  old  program.     It  is  the  latter  section  which  we 
hope  to  be  able  to  promote  through  the  community  leagues  of  Edmonton. 

The  main  employment  opportunities  which  exist  for  this  age  group  are 
those  available  through  homeowners.     Thirteen  to  fifteen  year  olds 
are  eager  and  willing  employees  who  are  eligible  to  do  such  work  as 
gardening,   lawn  maintenance,  or  general  household  cleaning.     If  you 
feel   the  community  members  in  your  area  could  benefit  from  the 
services  the  13  _  15  year  old  program  has  to  offer,  please  contact  us 
at  your  earliest  convenience. 

Thank  you  for  your  time  and  cooperation. 

Yours  truly, 


Barbara  Da  1  by 

13  "  15  year  old  program 


BD/mo 
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LETTER  TO  EMPLOYERS  RE:    PROGRAM  INTRODUCTION 
("borrowed"  from  the  Manitoba  Hi re-A-Student  Handbook) 

Date  

Dear  Employer: 

H i re-A-Student   is  a  program  currently  in  operation  in  the  town  of 

 .     This  program  is  essentially  a  job  placement  agency 

serving  both  the  business  community  and  the  job-seeking  student. 

At  present  there  are  many  eager  students  registered  willing  to  do 
many  different  jobs  -  jobs  at  your  office  or  business,  or  even  jobs 
around  your  home.     Students,  besides  willing  to  work  full  or  part-time, 
will  also  work  on  a  casual  basis  doing  those  tasks  which  require  only 
a  few  days  or  weeks'  labour. 

Remember!     Students  can  provide  a  valuable  service  to  you  the 
employer,  as  well  as  gaining  experience  essential   to  themselves  and 
the  commun  i  ty . 

If  you  wish  further  information  or  are  willing  to  hire  a  student, 

please  contact   at   ,  

or   . 

Until   the  end  of  June,    I  will  be  in  the  office  part-time  from 

  to   .     Please  leave  a  message  for  me  i  f  I 

am  not  there  when  you  call. 

Remember!     H i re-A-Student  is  a  free  service  provided  for  you! 

Yours  truly, 


H.A.S. 


Office  Manager 
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LETTER  TO  EMPLOYERS  -  PROGRAM  INTRODUCTION 


iK  Hire  fi  5todent 


T 


A  Student  Summer  Employment  Program 


P.O.  Box  689    Airdrie,  Alberta    TOM  OBO  9^8-2^03 


Dear  Sir: 


Once  again  the  summer  is  almost  upon  us  and  entering  into  the  business  and 
retail  world  come  thousands  of  eager  and  talented  university,  technical  school, 
college  and  Jr.  High  and  High  School  students.     These  students  are  seeking 
experience  and  finances  for  their  future  education. 

Hi re-A-Student  is  a  free  service  which  attempts  to  co-ordinate  the  summer 
employment  needs  of  both  the  employer  and  the  student  to  their  mutual  satisfaction. 
We  provide  part  time  jobs  for  high  school  students  during  the  winter  months  and 
seasonal  and  temporary  jobs  for  all  students  during  the  summer  months.     Along  with 
this  we  teach  students  how  to  write  a  job  resuue,  teach  them  what  to  expect  in  an 
interview  and  how  to  adjust  to  a  new  job.    After  an  employer  places  a  job  order 
with  us  we  try  to  refer  only  the  most  suitable  candidate  for  the  position. 

The  students  are  registered  with  us  possess  a  wide  variety  of  skills  from 
clerical   to  landscaping  to  truck  drivers.     If  you  have  an  opening  in  your  company 
fo    one  of  these  students,  or  if  you  feel  you  may  have  a  position  in  the  future, 
we  would  be  pleased  to  hear  from  you. 

I  will  be  contacting  you  within  the  next  month  to  arrange  a  mutually 
convenient  time  to  discuss  your  summer  employment  needs  for  1979.     If  you  have 
any  comments  or  questions  before  then,  please  do  not  hesitate  to  contact  me  at 
9^8-2^03. 

Yours  sincerely, 

Janet  G.  McCal 1 

Airdrie  H i re-A-Student  Manager 
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LETTER  TO  EMPLOYERS  -  PROGRAM  INTRODUCTION 


NK  Hire  fi  Student 

|P    A  Student  Summer  Employment  Program 

Dear  Employer: 

This  summer  the  H i re-A-Student  Office  is  open  from  9:30  -  12:00am 
and  1:00  -  A:00pm,  willing  to  serve  you. 

Do  you  need  a  student  in  your  business,  but  are  not  quite  sure  whom 
to  hire?    The  H i re-A-Student  Office  can  help.     There  are  over  65  students 
registered  now,  willing  to  work  for  you  either  in  the  business  or  at 
your  home. 

The  summer  employment  gained  this  summer  may  help  the  student,  decide 
which  business  field  to  enter.     It  also  provides  experience. 

Please  help  this  summer's  H.A.S.  Program  work.     Hire  A  Student! 
The  office  is  located  in  the                                ,  phone 
Thank  you. 

Have  a  Young  Summer! 

H.A.S. OFFICE  MANAGER 
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"FOLLOW  -  UP"  LETTER  TO  EMPLOYER  1 
(again,  courtesy  of  Manitoba  Hi re-A-Student) 


June  1979 

Dear  Sir/Madam; 

Re:     REMINDER  TO  ALL  BUSINESS  OR  CONSTRUCTION 

EMPLOYERS  CONCERNING  THE  H I RE-A-STUDENT  PROGRAM 

The  Hi re-A-Student  program  is  half  over  for  the  summer.     There  are 
still  a  number  of  dedicated  and  hard-working  students  unemployed.  They 
are  searching  for  jobs     -    either  part  time,  full   time,  or  casual.  They 
are  also  willing  to  do  odd  jobs  around  the  Town,  farm  or  home. 

If  you  are  looking  for  someone  to  work  for  you,  please  contact 

 in  the  from  9;00am  -  5:00pm.  Monday  through 

Friday,  or  phone   . 

Thank  you  for  your  support  of  the  H.A.S.  program. 

Sincerely  yours, 


H.A.S.  Office  Manager 
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THANK  YOU  LETTER  TO  EMPLOYER 


A  Student  Summer  Employment  Program 


August  7,  1979 


Dear 


(  would  like  to  take  this  opportunity  to  thank  you  for  supporting 
the  local  H i re-A-Student  program  which  terminates  August  17,  The 
objectives  of  Hi re-A-Student  were  met  very  successfully  during  the 
1979  summer  in  that  many  employers  hired  students  to  fill  employment 
vacancies.     Students,  young  and  old,  were  given  opportunities  to 
exter  d  their  knowledge  and  capabilities  by  receiving  various  work 
experiences.     Again,   I  would  like  to  express  my  appreciation  for  your 
Interest  in  the  program  and  hope  that  you  will  continue  to  support 
the  Hi re-A^Student  service  next  summer. 


Yours  truly, 


Donna  Bradley 
Office  Manageress 


["thank  you  letter  to  employer! 
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|P    A  Student  Summer  Employment  Progra 


m 


Hine- A- Student 

c/o  Canada  Manpower 

WetaAkijwin,  Albenta 


T9A  1L1 


Mold  Agencies  LimiXed 
Box  6630 

WetaAkijwin,  AlbenXa 
T9A  2G3 

Vean  Wi.  Void: 

I  would  like  to  expreAA  my  sincere  thank  you  {on.  youn.  genenouA 
&n.ont  page.  ad.    Voun.  6upponX  hat>  provided  me  wiXh  that  LitXJLe  hpunX. 
I  needed  ion,  my  campaign. 

The  pn.ogK.am  thu>  {an,  hxu  been  to  the  employment  o{  100  btudentA. 
lhXxty-thn.ee  AtudentA  were  placed  the  week  directly  a{ter  your  ad 
appealed  in  the  Hew*  Advertiser.    The  &uccqj>&  o{  the  program  ha*  been 
through  the  old  o{  -support  6uch  a&  yours . 

The  service  terminates  on  August  22.  Hopefully  H.A.S.  will  con- 
tinue ajU  prosperity  {or  the  remainder  o&  tlvu>  term  and  In  the  {uture. 
Again,  I  would  tike  to  thank  you  as  it  U>  your  support  which  is  nec- 
essary ion.  the  success  oh  the  pn.ogn.am. 

"Have  a  Voung  Summen" ,  keep  smiting. 


Sincerely  yours  t 


Uannette  Keast 
H.A.S.  Coordinator 
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COVERING  LETTER  FOR  EMPLOYER  EVALUATIONS 


Summer  1979 

Top  Hat  Company 
1210  Main  Street 
STONY  PLAIN,  Alberta 

Dear  Employer: 

Once  again  the  summer  is  drawing  to  a  close  so  I  would  like  to 
thank  you  for  having  used  the  H i re-A-S tudent  program  this  summer. 
Your  participation  has  helped  to  make  this  year's  program  quite  a 
success.     Enclosed  you  will  find  a  brief  evaluation  on  Hire-A- 
Student.     The  purpose  of  this  evaluation  is  to  get  good  honest 
feedback  from  the  people  who  use  the  service  about  the  service.  I'd 
appreciate  it  if  you  would  fill  out  the  form  and  return  it  to  me 
before  August  7,  1979- 

Once  again  your  help  and  assistance  have  been  greatly  appreciated. 

Yours  truly, 


Dei  rdre  McConne 1 1 

H i re-A-Student  Office  Manager 

Phone  962-2561 
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QUESTIONNAIRE  TO  EMPLOYERS 


Dear  Employer: 

This  is  the  first  year  that  H i re-A-Student  has  been  in  Airdrie. 
You  have  been  a  supporter  of  the  program  and  we  would  sincerely  like 
to  thank  you  for  it.    We  are  sending  out  this  questionnaire  to  find 
out  what  the  impact  has  been  on  businesses  in  Airdrie  and  just  how 
well   informed  they  are  about  this  project.     If  you  could  take  a  few 
moments  of  your  time  and  fill  out  this  questionnaire  and  return  it 
to  H i re-A-Student  Box  689,  Airdrie,   it  would  be  sincerely  appreciated. 

1.  How  did  you  become  aware  of  H i re-A-Student? 

2.  Did  any  problems  arise  in  your  contact  with  the  H i re-A-Student 
office?  tf  so  what  were  they? 

3.  Did  you  hire  any  students  through  this  program? 

k.  Did  having  students  working  for  you  benefit  your  business?    Why  or 
why  not? 

5.  What  do  you  know  about  the  H I re-A-Student  program? 

6.  Do  you  think  that  this  program  is  beneficial  to  this  locality?  Why? 

7.  What  steps  would  you  recommend  the  manager  of  H i re-A-Student  take 
next  year  to  get  more  businesses  involved? 

8.  What  Hi re-A-Student  promotions  did  you  like  or  dislike? 

9.  Would  you  be  interested  in  sitting  on  next  year's  H i re-A-Student 
committee?    They  organize  the  hiring  of  a  manager  and  provide  the 
manager  help  in  the  summer. 


Thank  you  for  your  time  and  cooperation. 
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QUEST I ONNA I  RE  TO  EMPLOYERS 

Emp loyer  

Type  of  Work  Done  by  Student  

1.  How  did  you  become  aware  of  Hi re-A-S tudent? 

2.  Was  your  manager-person  helpful  and  friendly?    Did  you  ever  encounter 
any  difficulties? 

3.  Was  placement  prompt  and  effective? 

k.  Did  the  student  possess  the  qualifications  that  you,  the  employer, 
wanted? 

5.  Was  the  student  a  good  and  enthusiastic  worker? 

6.  Would  you  hire  him/her  again  if  they  needed  a  job? 

7.  Would  you  use  the  Hi re-A-Student  service  again?    Why  or  why  not? 

8.  Would  you  be  willing  to  serve  on  the  H i re-A-S tudent  committee? 

9.  Do  you  have  any  suggestions  for  the  improvement  of  the  H i re-A-Student 
program? 


Thank  you  for  your  time  and  cooperation. 
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QUESTIONNAIRE  TO  STUDENTS 

H i re-A-Student  Evaluation  Form 

1.  How  did  you  find  out  about  H i re-A-Student? 

2.  Did  any  problems  arise  in  your  contact  with  the  H i re-A-Student 
office?     If  so,  what  were  they? 

3.  Did  you  find  a  summer  job  through  this  program?     If  so,  who  was 
your  employer,  how  long  did  you  work  and  what  type  of  work  did 
you  perform? 

k.  Did  summer  work  benefit  you?  How? 

5.  Do  you  think  this  program  is  beneficial  to  this  locality?  Why? 

6.  What  steps  would  you  recommend  that  next  year's  H i re-A-Student 
manager  take  to  get  more  students  involved? 

7.  What  do  you  know  about  the  H i re-A-Student  program? 

8.  What  Hi re-A-Student  promotions  did  you  like  or  dislike? 

9.  If  you  are  a  university  or  college  student,  can  you  suggest  a  way 
that  Hi re-A-Student  could  get  more  people  of  your  age  group  involved? 

Please  complete  and  return  this  form  before  August   15  to  Janet  McCall, 
Airdrie  H i re-A-Student ,  Box  689,  Airdrie. 
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QUESTIONNAIRE  TO  STUDENTS 


HIRE-A-STUDENT  EVALUATION  FORM 

STUDENT   EMPLOYER 

DATE  OF  EMPLOYMENT  

WORK  PERFORMED  

I.  When  and  how  did  you  become  aware  of  H.A.S.  


2.  What  were  your  primary  reasons  for  working  this  summer? 


3.  Were  you  satisfied  with  the  type  of  work  you  were  able  to  obtain? 


h.  Do  you  think  H.A.S.  provides  a  valuable  service  to  you,   the  student? 
Why  or  why  not?  

5.  Do  you  think  that  the  service  should  be  available  next  summer?  Why 

or  why  not?  

6.  What  would  you  estimate  as  your  total  earnings  from  jobs  made  available 
to  you  through  H.A.S.?  


Please  complete  and  return  this  form  before  August  15th  to: 

June  Johnston,  H i re-A-Student  Manager,  City  of  St.  Albert,  Churchill  &  Grandin. 
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HIRE  -  A  -  STUDENT  SURVEY  "1979" 


In  1979,  some  areas  of  Alberta  experienced  very  low  student 
registrations.     The  following  survey  was  handed  out  in  the  schools 
to  determine  the  cause  of  this  problem.     Valuable  information  can  be 
obtained  on  student  needs  from  this  sort  of  a  survey. 


SCHOOL 


MALE 


FEMALE 


GRADE 
AGE: 


1 .  a)  Do  you  have  a  part-time  job  now: 
Where? 


b)    If  yes,  will   it  be  a  full-time  job  in  the  Summer? 


2.  Do  you  have  a  summer  job  lined  up? 


Where : 


3.   If  yes,  how  did  you  get  it? 

 Fr iends 

 Rela t  i ves 

 Telephone  Book 


Hire-A-Student 


Parents 


Newspapers 


Approaching  Employers 


Other 


What: 


k.   If  you  do  not  have  a  summer  job,  are  you  going  to  look  for  one? 


5.  How  are  you  going  to  look  for  a  summer  job  if  you  are  going  to  be  looking 
for  one? 


6.  Have  you  ever  taken  a  Creative  Job  Search  Technique  Course? 

7.  If  so,  has  it  helped  you?  


In  what  way? 


NEWSPAPER  ADS  AND  ARTICLES 
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NEWSPAPER  ADS  AND  ARTICLES 

Special  Tips 

Ad  tagging  involves  obtaining  employer  consent  to  place  the  Hire-A- 
Student  slogan  on  the  bottom  of  a  regular  advertisement,  or  to  include 
a  promo  within  the  body  of  the  ad,  such  as: 

This  Employer  Hires  Students.        Why  Don't  You? 

or 

Have  a  Young  Summer  -    Hi re-A-Student 
or 

Lessen  Your  Work  and  Lessen  Your  Worry 

Hi re-A-Student  This  Summer 

Remember  one  picture  is  worth  a  thousand  words.     Photographs  submitted 
to  newspapers  should  be  black  and  white  with  a  glossy  finish  and  no 
smaller  than  V  x  5".     Always  accompany  the  photo  with  a  descriptive 
and  interesting  caption,   including  names  of  people  and  address  of  the 
Hi re-A-Student  office. 

The  use  of  cartoon  characters  is  a  good  way  to  catch  the  reader's  eye. 
However,  be  aware  that  most  popular  cartoons  have  a  copyright  and  should 
not  be  duplicated  exactly.     You  could  change  some  feature  or  better  yet, 
make  up  your  own  . 

If  you  provide  news  you'll  get  coverage.     Let  people  know  what  you  are 
doing.     If  you  have  the  support  of  the  editor,  you  could  consider  a 
weekly  newspaper  article.     In  past  years,   local  office  managers  have 
found  that  people  stop  them  in  the  street  to  comment  upon  the  articles. 
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Written  articles  or  news  releases  can  be  submitted  to  your  local  paper. 
The  ability  to  write  good  news  releases  cannot  be  underestimated.  It 
determines  to  a  large  degree     the  extent  of  free  publicity  the  Hire-A- 
Student  office  receives  and  is  an  excellent  source  of  promoting  specific 
events.     When  writing  a  news  release  consider  the  following: 

-  know  the  press  deadlines. 

-  be  able  to  recognize  the  difference  between  news  items  and 
advertising  copy. 

-  remember  the  reader  and  when  mentioning  dates,  think  in  terms  of 
when  the  article  will  be  read. 

-  use  short  paragraphs,  writing  the  most  important  information  first. 

-  aim  for  immediacy,  use  "is"  instead  of  "was". 

-  avoid  redundancy,  for  example  Thursday  morning  August  5th,   in  weeklies 
should  read  last  Thursday  morning. 

-  stress  the  "free"  service.     Free  is  a  "zing"  word. 

-  put  in  a  bit  of  emergency,  get  people  excited  and  moving.  For 
example:     "Students  should  register  as  soon  as  possible"  or  "Business 
firms  should  put  their  orders   in  without  delay." 

-  be  positive,  don't  "hope"  or  "anticipate". 

-  when  using  catch  phrases,  use  in  a  quote  or  capitalize  -  "Hire  A 
Student". 

-  spread  people's  names  throughout  the  release,  don't  lump  them  together 

in  one  sentence. 

-  make  sure  that  figures  and  phone  numbers  are  correct  and  the  names 
properl y  spel 1 ed . 
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Example  of  bad  and  good: 


NEWSPAPER  RELEASE 

The  Boomervi 1 le  H i re-A-Student  Odd 
Job  Squad  was  in  full  swing  on 
Thursday  morning,  August  5th,  as 
they  hit  the  local  business  side- 
walks in  full  force  with  their 
trusty  brooms.     A  total  of  25 
Boomervi lie  businesses  gave  active 
support  to  the  Side  Walk  Clean-up 
Blitz.    The  eager  beavers  raked 
in  a  whopping  sum  of  $4.25  each 
from  their  morning  venture  and 
would  like  to  thank  all  the  parti- 
cipating employers  for  their 
support.     There  is  no  doubt  that 
they've  got  the  cleanest  walks  in  town. 


THE  SAME  RELEASE  REWRITTEN 

The  Boomervi lie  H i re-A-Student  Odd 
Job  is  in  full  swing.  Last 
Thursday  they  hit  sidewalks  in 
front  of  local  businesses     in  full 
force.    A  total  of  25  business 
firms  gave  active  support  to  the 
Side  Walk  Clean-up  Blitz,  enabling 
the  broom  brigade  to  rake  in  $44.00 
for  its  morning  venture.     The  par- 
ticipating employers  are  those  with 
the  cleanest  sidewalks  in  town! 


It  is  best  to  follow  some  sequence  to  make  your  articles  interesting 
and  newsworthy  as  a  summer  series.     For  example,   in  May  and  June  use 
an  article  explaining  H i re-A-Student  to  the  community,  possibly 
submitted  by  the  committee  and  listing  the  committee  members.  Follow 
it  up  with  an  article  introducing  H i re-A-Student  staff  and  mentioning 
the  Hi re-A-Student  office  location,  hours  of  operation,  and  telephone 
number.     Then  provide  a  student-oriented  feature,  and  one  for  employers. 

In  July,  submit  articles  about  Hi re-A-Student  Week  or  Day  activities, 

or  any  special  promotional  activities,   including  job  creation  activities. 

An  Odd  Job  Squad  can  receive  excellent  coverage. 

August  articles  could  include  the  closing  date  of  the  office,  a  thank 
you  to  the  community  for  its  support  and  a  report  on  H i re-A-Student 
activities  for  the  year. 

Throughout  the  summer,  you  could  mention  any  special     jobs,  or  special 
needs  the  H i re-A-Student  office  may  have.     Many  more  ideas  for  articles 
may  be  found  in  past  years'  office  files,  and  in  the  following  pages. 
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STAFF  RECRUITMENT  AD 


Hire  ft  5tudeiit 


A  STUDENT  SUMMER  EMPLOYMENT  PROGRAM 

Are  you  a  student  looking  for  a  summer  job? 

YOUR  SEARCH  MA  Y  BE  OVER! 
Competition  is  open  for  the  position  of 
HIRE-A-STUDENT  OFFICE  MANAGER 

QUALIFICATIONS: 

•  applicants  must  be:  returning  to  school  in  the  Fall  of  T979,  energetic,  outgoing, 
responsible* 

DUTIES' 

•  management  of  local  H.A.S.  office  in  the  Town  Hall  basement 

•  registration  of  students 

•  employer  contact 

•  take  job  orders 

•  place  students  in  available  jobs 

•  public  relations  and  community  contact  work 

•  duties  to  commence  May  1 0th  on  a  part  time  basis  for  two  weeks,  then  become 
full  time  until  early  August 

WAGES: 
•  $3.75  per  hour 

APPLICATION  DEADLINE  MONDAY,  MAY  7  th 

INTERVIEWS  TUESDAY,  MAY 8th 

Please  submit  a  resume  and  covering  letter  to: 

Connie  Noble 
Box  1224 
Pinch er  Creek,  Afta 
Phone:  627-3922 
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Hire  fi  .Student  1979 

is  off  and  running  thanks  to: 

—  Ranchers  Supply  Ltd. 

—  Pincher  Creek  Lions  Club 

—  Shell  Canada  Resources  Ltd. 

—  Municipal  District  of  Pincher  Creek 

—  Town  of  Pincher  Creek 

These  local  groups  and  businesses  have  donated  to  our  summer 
fund  and  have  proven  their  support  for  local  youth.  Thanks! 
Any  other  community  donations  would  be  greatly  appreciated. 

Hire-A-Student  1979  is  officially  open  Tuesday,  May  12 
Located  the  same  as  last  year,  basement  of  the  Town 
Hall,  with  office  hours: 

May  1 2  -  June  9,  Tuesday  to  Saturday,  9  a.m.  -  1  p.m. 

June  1 2  -  August  1 1 ,  Tuesday- Friday,  9  a.m.  - 1  p.m. 

2  p.m.  -  5  p.m. 
Saturday  mornings  9  a.m.  to  1  p.m. 
Drop  in  or  give  us  a  call  at  627-271 7 
Remember:  HIRE— A— STUDENT  works  for  you 


Student 

CALL  YOUR  LOCAL  OFFICE  AT: 


to 


6e* 


Didsbury:  335-3377 

Innisfail:  227-4800 

Olds:  556-6562 

Ponoka:  783-4010 

Rimbey:  843-2454 

Sylvan  Lake:  887-2141 

Lacombe:  782-3832 

Rocky  Mtn.  House:  845-4242 

Castor:  882-3130 


HIRE  -  A  -  STUDENT 
OPENS! 
New  Location: 
Lakeland  College  office 
in  Vinet's  Shopping  Centre 
New  Office  Manager: 
Val  Toronchuk 
New  Phone  Number: 

632-4888 
Hours : 

9  -  5:00  p.m.  Mon  -  Fri. 
Phone  or  drop  in  and  see 
what  HIRE-A-STUDENT 
can  do  for  you] 

VEGRE.VILI-E 


WKkASrUUWT 

The  local  Chamber  of 
Commerce  is  becoming 
involved  in  another  very 
worthwhile  local  project. 

It  is  helping  sponsor 
Hire  A  Student  in  Airdrie, 
a  .  student  summer 
employment  program. 

Right  now,  officials  are 
locking  for  an  office  and 
manager  (who  should  be  a 
student)  to  run  the  place. 
Finding  summer 
employment  is  crucial  for 
many  young  people 
hoping  to  pursue  their 
educations. 

The  office  will  be  set  up 
to  help  place  students  into 
•available  jobs  and  inform 
prospective  employers  of 
the  availability  of 
students. 

.  A  number  of  students 
from  this  area  already 
show  considerable 
initiative  in  their  choice  of 
summer  projects. 

For  example,  Brent  and 
Russ  Fletcher,  back  from 
university,  have  started 
Fletcher  Fencing 
Contractors  for  the 
summer.  With  so  many 
new  homes  in  town,  they 
shouldn't  be  short  of  work. 

The  paper  would  be 
interested  to  hear  about 
any  other  interesting 
summer  projects  such  as 
this 
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It'sMyTurn 

By 

Wm.  F.  (Bill)  Fowler 
Trade  Winds  Editor- 1979 


The  opinion  expressed  by  the  Editor  of  Trade 
Winds  is  a  persomi  one  and  may  or  may  not  relied 
the  position  ol  the  Carwose  Chamber  ol  Commerce 


According  to  Susan  Stumbo,  Office  Manager  of 
the  Hire-A-Student  program,  there  are  over  200 
students  registered  "who  are  eager  to  work  during  the 
summer  months."  This  indication  that  there  are  more 
students  looking  for  summer  employment  than  there, 
are  openings  kind  of  checks  out  with  the  experience  of 
the  Chamber  of  Commerce.  We  wanted  two  young 
people  to  work  in  the  information  centre  during  the 
summer,  and  received  TWENTY-SIX  applications. 

Perhaps  more  businesses  should  give  this  a  little 
more  thought.  If  we  keep  our  young  people  busy  during 
the  summer,  they  are  less  likely  to  be  getting  into 
mischief.  Here  are  some  other  advantages: 

*  By  taking  a  student  onto  staff,  it  may  make  it 
easier  to  get  regular  staff  away  on  holidays. 

*  With  a  bit  of  extra  staff,  maybe  the  proprietor 
could  ease  up  a  bit,  and  have  a  bit  of  spare  time  to  get 
in  a  few  hours  of  golf,  flving  or  whatever  one  likes  to 
do. 

*  Just  about  any  business  has  a  backlog  of  odd  jobs 
that  keep  getting  put  off  because  of  lack  of  time.  Here 
is  a  chance  to  get  them  cleaned  up  by  the  student,  or  to 
relieve  you  so  you  can  get  at  them. 

Anyway,  it  is  a  free  service,  so  it  can  save  ad- 
vertising dollars  (what  am  I  saying),  and  some  time  is 
saved  in  making  the  selection  because  the  agency  tries 
to  match  the  job  with  the  person. 

Our  kids  need  a  break.  Maybe  you  can  help  them 
while  you  help  yourself.  For  more  information  phone 
672-0505.  CArAROSE 


Part  ot  every  job  experience 
is  getting  it ! 

Hire- A-StucIent 

RtqisTRATIONS 

May  22 -25, 4:00 -6:OOp.m. 
and 

Saturday,  May  26  ,  9:00  a.m.  -  7:00  p.m. 
at  the 

Tourist  Information  Booth 
WATch  For  FurtIier  d  eta  its 


Why  wait  for  spring? 


It's  never  too  early  to  start. 

It  may  be  Christmas,  but 
summer  jobs  are  a  perennial 
student  problem  and  now  is  the 
time  to  begin  thinking  about 
lining  one  up. 

The  new  director  of  the 
Hire-A-Studcnt  program  thinks 
it's  important  for  students  to 
make  themselv  es  aware  of  where 
and  how  to  look  for  summer 
jobs. 

Laura  Hunchak  reminds 
students  that  jobs  in  discipline 
areas  — for  example  economics, 
engineering,  computer  sciences, 
accounting,  geology  and 
agriculture — open  up  as  early  as 
November  I.  After  Christmas 
these  career-related  jobs  become 
increasingly  available  until  May. 

"Once  they  know  where  to 
look  for  jobs  it  is  easier  for 
students  to  get  them,"  Hunchak 
said.  "By  starting  early  a  student 
can  go  after  the  jobs  he/she 
really  wants." 

According  to  Hunchak,  the 
Canada  Employment  Centre  on 
the  fourth  floor  of  SU  B  is  a  good 
place  to  start.  New  job  oppor- 
tunities are  posted  there  regular- 

Look  now 

A.  Newspapers 

-  check  the  Help  Wanted 
classified  ads 

-  read  classifieds  regularly 
so  as  not  to  miss  the  job  you  want 

-  place  your  own  ad 

-  news  articles  may  tip  you 
off,  ie. — when  a  business  an- 
nounces expansion  there  will 
probably  be  openings. 

B.  Personal  Contacts 

friends,  neighbours, 
relatives  in  business 

-  take  a  few  minutes  and  list 
everyone  you  know  who  might 
be  helpful;  then  approach  them 
for  applicable  names  and  places 

-  if  you  do  get  leads,  follow 
them  up  promptly 

(  _  Part-time  jobs 

-  many  summer  jobs  start 
with  part-time  jobs 

-  after-school  and  weekend 
jobs  now  could  develop  into 
summer  employment 

D_  Yellow  Pages 

-  use  them  to  contact  local 
businesses  directly 


ly,  lntormation  on  government 
job  creation  programs  lor 
students  is  also  available  from 
that  office. 

Programs  sponsored  by  the 
federal  government  such  as  the 
Young  Canada  Works,  Student 
Community  Service  Program 
and  the  Summer  Job  Corps 
Program  are  expected  to  be 
operating  again  this  year. 

"However  there  are  many 
other  places  to  look  lor  jobs," 
Hunchak  noted.  For  example, 
job  opportunities  will  often  be 
posted  outside  faculty  offices  or 
on  bulletin  boards.  "Perhaps 
because  they're  so  obvious, 
though,  these  other  places  are 
often  overlooked." 

Hunchak  suggested  a 
lengthy  list  of  alternative  places 
and  methods  to  look  for  thost 
summer  jobs. 

"Start  now  and  organize 
yourself,"  she  advised,"  and  you 
should  have  no  trouble  getting  a 
job  by  summer." 

What's  more  important, 
though,  is  that  it  could  even  be  a 
summer  job  you  enjoy  . 


t.  Knock  on  Doors 

-  search  for  jobs  on  foot- 
knocking  on  doors  is  a  good  way 
to  get  a  job 

-  be  prepared  to  be  turned 
down,  but  don't  leave  until 
you've  left  your  name,  address 
and  phone  number 

-  write  a  letter  to  particular 
ly  interesting  possible  employers 

-  again,  include  your  name 
address  and  telephone  number 
for  easy  reference 
\  _  C  reate  you  own  job 

-  for  example  grass  cutting, 
car  washing,  babysitting,  gar 
dening,  painting-  the  list  is 
endless 

(,.  Hire-a-student 

-  this  program  provides  a 
placement  service  for  students 
and  operates  from  April  to 
Auguest 

-  before  these  offices  open 
you  can  register  with  a  local 
Private  Employment  Agency  or 
Canada  Employment  Centre. 

-  the  info  on  H-A-S  will  be 
available  in  March 
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New  Hire-A-Student 
Director  For  1979 


David  Coward 


The  Cochrane  Hire  A 
Student  Committee  is 
pleased  to  announce  that 
David  Coward,  son  of  Dr. 
and  Mrs.  H.  Coward,  has 
been  appointed  as  Hire  A 
Student  Director  for  the 
coming  summer.  David  is 
in  his  final  year  at  Coch- 
rane High  School  and  plans 
to  attend  university  next 
year.  His  interests  are 
track,  hockey,  camping, 
hiking,  skiing  and  swim- 
ming. 

David  attended  the  train- 
ing session  for  H.A.S. 
directors  last  Saturday  and 
will  begin  work  two  hours 
a  day  as  of  May  15.  He  will 
be  full-time  as  soon  as 
school  is  out.  As  yet  there 
is  no  office  phone  number 
but  we  expect  to  announce 
that  soon. 

Keep  in  mind  all  the  jobs 
you  want  done  around  the 
home  and  store  this  sum- 
mer and  Hire  A  Student! 


Hire- A- Student  active 


By  jar.et  McCall 

Hire-A-Student  is  off 
and  running,  job  orders 
have  been  pouring  in,  as 
well  as  student  applica- 
tions. 

We  have  many  younger 
students  registered  that 
would  like  to  mow  lawns, 
paint  fences,  or  even 
babysit  a  few  nights  a 


week  so,  home  owners,  it 
you  want  to  relax  in  the 
summer  sun,  hire  a 
student  for  a  few  hours  to 
do  the  work  that  has  been 
piling  up. 

Students,  we  need 
receptionists,  truck  drivers 
and  maintenance  workers. 
If  you're  interested  call 
948-2403.  We  have  already 


placed  10  students  in  jobs. 
We  also  need  student 
volunteers  for  helping  in 
community  projects. 

The  government  regula- 
tions for  this  week  is:  no 
adolescent  between  the 
ages  of  12  and  15  can  work 
at  any  job  between  the 
times  of  9  p.m.  and  6  a.m. 


Jennifer  Park 


Hire-a- 

Student 

Office 

The  Hire-A-Student  office 
will  be  open  full  time  starting 
Friday,  June  29th.  The  hours 
are  9:00-5:00,  Monday  to 
Friday. 

Hire-a-student  is  a  non 
profit  organization  designed 
to  find  summer  employment 
for  students.  An  odd  job  squad 
has  been  organized  to  help 
find  employment  for  students 
12  to  15  years  of  age.  These 
are  students  willing  to  do  odd 
jobs  such  as  gardening. 

The  grand  opening  will  be 
on  June  29th  from  4:30-5:00 
p.m.  Free  coffee  and  dough- 
nuts will  be  served.  Everyone 
is  welcome. 

If  you  are  looking  for 
summer  employment  or  would 
like  more  information,  contact 
Jennifer  Park,  at  235-3585. 
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tHire  fi  Student 
A  Student  Summer  Employment  Program 

Notice 

The  Hire-A-Student  Office  will 
be  open  from  10  a.m.  -  12  p.m. 
and  1  p.m.  -  4  p.m.,  Mon.  -  Fri. 
during  the  month  of  July.  The 
office  will  close  during  the  first 
week  of  August. 


Phone  227-4800 

The  H.A.S.  Office  would  like  to  thank 
the  representatives  from  the  Jaycet- 
tes,  Kinsmen,  Town  Council,  Kinet- 
tes,  Chamber  of  Commerce,  the 
Legion  Ladies  and  the  Rotary  for 
helping  to  celebrate  Hire-A-Student 
Day  in  Innisfail. 


Sylvan  Lake 
Lions 

Support 

HIRE  A 

STUDENT 
PROGRAM 

Phone  887-2141 


Hiring  of  students 
stressed  atCofC 


Minimum  wage 


Dear  Hire-a-Student: 

I  am  17  years  old  and  am  working  as  a 
store  clerk  for  the  summer. I'm  only  being 
paid  $2.90  /  hour;  but  I  thought  the 
minimum  wage  was  $3.00  /  hour. Am  I 
getting  gypped9 

Wondering... 

Dear  Wondering: 

No-I'm  afraid  you  are  not  being 
"gypped". Labour  standards  currently 
state  that  the  minimum  wage  for  a  person 
under  18  and  rot  attending  school  is  52.85 
/  hour;  and  while  in  school  and  working 
part  time  the  minimum  wage  to  be  paid  is 
$2.50  /  hour. Your  employer  is  perfectly 
within  his  rights. 

Hire-a-Student 


Dear  Hire-a-Student: 

Thanks  for  finding  me  a  summer  job. I 
am  now  able  to  attend  college  this  fall 
because  of  it(the  funds).,  and  I'm  sure  I 
speak  for  many  other  students  too. 
A  Grateful  Student. 

Dear  Grateful: 

You're  welcome! 

If  you  have  any  questions  or  comments  on 
labour  laws,  summer  employment,  or 
about  the  Hire-a-student  program;  please 
contact  us  at  624-4484,  or  in  the  Canada 
Employment  Centre  in  the  Powell  Finan- 
cial Building.  We  welcome  your  comments 
and  criticisms.  _ 


Neil  Glass,  hire-a-student  office 
manager  was  present  Thursday  at 
the  Coaldale  Chamber  of  Commerce 
meeting  to  explain  the  purpose  of 
the  Summer  pro^ar" 

Ke  stressed  the  importance  ~>f 
hiring  the  young  people  of  the  ar  8 
land  answered  que  ^o».a  of  the  16 
>^ople  preseni 

The  Chamber  decided  to  give  $50 
as  a  donation  towards  the  hire  a 
student  fund  to  be  used  to  purchase 
supplies.  CCf-^DAu£ 


Hire-A-Student:  The  Bow 

Island  and  Foremost  offices 
will  be  opening  shortly. 
Annalise  Van  Ham  will  be  the 
office  manager  in  the  Bow 
Island  office  (located  in  the 
Fire  Hall).  Shirley  Kabayama 
has  accepted  the  same  pos- 
ition in  Foremost  (located  in 
the  Community  Hall).  More 
details  on  the  phone  num- 
bers, openings  and  hours  next 
week.     Bow  rSLAMT> 
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Student 
hiring 
week 

planned 

This  week  brings  the  end  of 
the  1978-79  school  year  and 
with  it,  an  influx  of  students  to 
the  job  market.  Hire-A-Stu- 
dent  Days  in  the  Pass  have 
been  planned  to  coincide  with 
the  beginning  of  this  summer 
vacation. 

Among  the  events  planned 
is  an  Odd  Jobs  Day  slated  for 
Saturday,  June  23.  Hire- 
A-Student  Office  Manager, 
Debbie  Hakze,  said  she  would 
like  to  see  as  many  students 
out  on  the  job  as  possible.  If 
you  need  extra  help  with 
housecleaning,  or  yard-work, 
you  can  use  the  Hire-A-Stu- 
dent  office  to  recruit  ambitious 
young  people  to  help  you  catch 
up,  she  said.  Students  can 
mow  lawns,  weed  gardens, 
paint  fences,  wash  windows, 
or  babysit  your  children.  The 
number  to  call  is  562-8202. 

Also  planned  for  Saturday, 
June  23,  is  a  car  wash.  This 
will  take  place  in  the  parking 
lot  behind  the  Blairmore  Post 
office  from  10  a.m.  to  4  p.m 
For  a  cost  of  SO  cents  anyone 
can  get  their  cars  or  trucks 
washed.  • 

On  Monday,  June  25,  an 
open  house  will  be  held  in  the 
Hire-A-Student  and  Canada 
Employment  Centre  offices 
Everyone  is  welcome  to  drop 
in  between  the  hours  of  10 
a.m.  and  12  noon  and  1  and  4 
p.m.  to  enjoy  a  cup  of  coffee 
and  a  doughnut. 

Debbie  will  be  speaking 
with  Darryl  Ferguson  on  CJPR 
Radio  on  Friday.  June  22  at 
8:15  a.m.  to  discuss  the 
Hire-A-Student  Program  and 
the  upcoming  events.  If  there 
are  any  questions  about  the 
program,  anyone  can  call  the 
office  any  time  during  office 
hours. 


Part-time,  full-time,  odd 
job  workers,  the  St.  Albert 
H.A.S.  office  has  them  all. 
There  are  380  students 
registered,  and  although 
many  are  already  working, 
there  are  still  some  earnestly 
looking  for  summer  employ- 
ment. 


Hire-a-Student  office  opens 

The  Morinville  Kirc-a-stu-    part-time  or  full-time,  Km-  responsibility,  as  well  as 

dent  office  located  in  tho  po.'^ry  or  foi  the  entire  their  own  spcnriing.rnoney 
Historical  and  Cultural  Cen-  summer. 

The  H.A.S.  office  mana 


trc    is    now    open  on 


by  obtaining  cither  icpiacc- 


art-time  basis.  Approxi-    Geialyn  McHugh  is  anxious    ments  or  extra  help  at  a  ti 


par 

mate  hours  arc  3  to  S  p.m.  t( 


oie  the  students' 


Monday  to  Friday  and  the  services.  '  The  benefits." 

number'  to  cai!  is  939-2955.  she  says,  "arc  that  summer 

Students  are  seeking  any  jobs  give  students  work 

type  of  work  whether  it  be  experience  and  a  sense  of    when  classes  are  out. 


when  so  many  people  are  on 
holidays. 

li.A.S.  office  hours  will  be 
extended  to  full  time  in  .»uiy 


We're  in  a  Pickle!! 


We  have  lots  of 
babies  but  need 
more  baby 
sitters. 

Call  our 
office  now 
if  you  need 
summer 
work. 


Our  Odd  Job  Squad 
specializes  in: 

-  Lawn  care 

-  Gardening 

-  Window 
washing 

-  Pet  sitting 


i^Hire  A  Student 


532-5599 


GQ-PttifoE  pRA(Kt£ 


H.A.S.  Column 


The  H.A.S.  office  will  be 
closing  on  August  17  but 
students  of  course  can  work 
until  school  starts.  If  you 
need  a  student  for  just  the 
last  week  in  August,  call 
H.A.S.  before  we  close  and  it 
can  be  arranged.  Many 
siudents  are  willing  to  con- 


tinue working  on  a  part-time 
basis  during  the  school  year. 

During  August  new  office 
hours  will  come  into  effect. 
They  are  9:30  -  12  and  1  -  4. 
The  office  is  located  in 
Grandin  Shoppers  Park  be- 
side Sweetheart  Jewellery.  If 


you  have  any  jobs  students 
can  help  you  with,  give  office 
manager  Janet  Boddez  a  call 
at  458-3808.  For  example, 
there  is  a  window  washing 
crew  and  a  housecleaning 
service.  Both  would  be  happy 
to  help  you  out  this  summer. 

ALBERT 
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Hire  fi  student 


\s  summer  gets  under- 
way so  do  many  family 
vacations.  In  many  busi- 
nesses and  agricultural  op 
erations.  employers  may 
find  that  they  could  use 
replacements  for  vacation- 
ing employees.  If  employ- 
ers find  themselves  in  this 
position,  they  may  want  to 
consider  hiring  a  student 
as  a  full  time  or  part  time 
replacement  for  summer 
vacationing  staff.  At  the 
Cochrane  Hire  A  Student 
office  there  are  students 
registered  that  could  re- 
place vacationing  staff  or 
fill  vacancies  in  all  types  of 
positions  from  secretarial 
work  to  hard  labour  and 
agricultural  work. 

Job  orders  from  employ- 
ers interested  in  hiring 
students  for  summer  work 
have  been  coming  in  and 
many  have  been  filled 
giving  students  jobs  for 
the  summer.  However, 
there  are  still  unfilled 
positions  and  students  who 
have  not  yet  found  a 
summer  job  and  are  inter- 
ested should  contact  the 
Hire  A  Student  office.  Job 
orders  will  continue  to 
come  in  over  the  summer 
and  students  may  success- 
fully find  employment  if 
they  register. 

As  mentioned  before,  be 
cause  of  vacations,  house 
holders,  farmers  and  ran- 
chers may  find  they  need 
someone  to  do  yardwork 
for  the  time  they  are 
absent  or  to  take  care  of 
live  stock,  horses  etc. 
Some  of  the  students  re- 
gistered with  Hire  A  Stu- 
dent, live  in  the  surround- 
ing rural  areas  of  Cochrane 
and  may  live  close  to 
acreages  or  farms  which 
would  need  someone  like 
this  to  take  care  of  animals 
or  do  yard  work  while  they 
are  gone. 

The  Hire  A  Student  office 
is  located  in  room  200,  on 
the  second  floor  of  the 


Provincial  building.  As  of 
July  2nd  the  office  will  be 
open  from  9:30  to  12:30  and 
1:00  to  4  00  for  students  to 
register  and  employers  to 
contact  me.  The  phone  no. 
is  932  3793.  Up  until  July 
2nd  the  office  is  open  from 
3:30  to  4:30  p.m. 

Cochrane  Hire  A  Student 
Office  Manager 
David  Coward 


Something  new  from 
Hire  A  Student 


The  Hire-A-Student  office 
in  Morinville  is  introducing 
something  new  for  the  young 
and  old.  If  you  are  artistically 
inclined  or  just  want  to 
doodle,  then  why  not  submit 
a  poster  of  Hire  A  Student  for 
the  poster  contest  organized 
by  the  Hire  A  Student  office. 

The  winner  will  receive  a 
520  money  prize  sponsored 


by  Len-Mor  Construction 
Ltd.  The  final  day  for  entries 
will  be  June  23  and  the 
judging  will  be  on  June  30. 

For  more  information  call 
Monique  Boissonnault  at 
939-2955  between  4  -  6  p.m., 
Monday  to  Friday  or  drop  by 
the' office  in  the  convent. 

Have  A  Young  Summer  ... 
HIRE  A  STUDENT! ! 
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*  Work  Wanted  * 


j 


Mrs.  Homeowner 
We   have    students   available    for   cleaning,  window 
washing,  babysitting,  weeding,  yard  and  garden  work, 
painting,  cleaning  out  attics,  basements,  garages.  Call 
David  now  at  932-3793. 
P.S.  Send  your  kids  down  to  register  too! 
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Mr.  Farmer 

We  have  students  available  for  fencing,  post  hole 
augenng,  barn  cleanup,  haying,  painting,  rock  picking, 
weeding,  babvsittinq,  cleaning.  Call  David  now  at 
932-3793.  P.S.  Send  your  kids  down  to  register. 


HIRE-A-STUDENT 
LET  US 
HELP 
YOU! 


CALL: 

Deidre 

McConnell 
962-2561 

Drop  in: 
Belle  &  Howe  Ltd 
1st  Ave. 
Spruce  Grove. 


IOURS: 
Monday-Friday 
9:30  a.m.  — 3:00  p.m. 

RELAX  -  HAVE  A  YOUNG  SUMMER. 
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What's  missing?  . 

The  summer  job 


HIRE 
A 


f£_  STUDENT 
W<  624-4484 


Students  can: 

-cater  to  birthday  parties 
-mow  your  lawn 
-babysit 

-fill  in  for  vacationing  staff 

-ALMOST  ANYTHING!! 

0,,iFea1rwllf0^Cat;d  in  Fa,ner  McLennan 
Fair  view  Gnmshaw  and  Mann  ing. 


r  Hire  A 
Student 

To  help  your  summer  business  needs 
Baby  Sitting,  Garden  Cleaning 
Farm  Work,  Etc. 

j  LAC  LABICHE 


! 


DIANE  KRUK 

Located  Native  Out  Reach 
Centre 
Phone  623-4438 
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Grande  Prairie 


Hire  fi  Student 


'lets  make  music 
together" 


%  532-5599 

•0  Open  8:30  AM  -  5  PM  Mon. 
I  10011-103  Ave. 

0 


Fri. 


WHO'S  THE  BEST  STUDENT 
AVAILABLE  TO  DO  THE  JOB? 

Just  ask  at  your  local 
Hire-A-Student  office! 


Ponoka,  782-4010 


Castor 
882-3130 
Didsbury 
335-3377 
Innisfail 
227-4800 
Lacombe 
782-3832 

Olds 
556-6562 

Rimbey,  843-6966 


Rocky  Mountain  House,  845-4242 
Sylvan  Lake,  887-2141 


Hire  ft  Student 


FREE 

HIRE-A-STUDENT 
ACTION  ADS 


HONOR  ROLL  student.  Kevin  P  

it  looking  tor  restaurant  work,  but  Ha 
will  accept  any  kind  of  employment. 
Art,  Math  and  English  are  In  his  In- 

tero«ti 

RECEPTIONIST-CLERK,  office 
supervisor,  or  farm  labor  are  the  jobs 
that  Barbara  H.  t,  is  intereated  In.  She 
Is  tsking  business  administration  and 
has  secretary  experience. 

OEBRA  H         is  taking  business  ad- 

mlnistra'.lon  and  would  like 
secretarial  work.  She  has  done 
cashier,  cook  and  chambermaid 
work. 

RESTAURANT  WORK  Is  whst  Jacob 
N —  Is  seeking.  He  is  interested  in 
volleyball  and  acting  and  has  a  good 
personality.  Would  like  a  |ob  in  a  fish 
camp. 

ADVERTISING-DESIGN  is  what  Jan 

j   is  majoring  In.  She  seeks 

work  as  a  chambermaid,  salesclerk, 
or  secretsry.  Work  relating  to  design 
is  aleo  of  Interest. 


8GOY  WORK,  carpentry,  fence 
building,  are  the  skills  that  Barry 

C  has  acquired.  He  Is  looking  for 

s  maintenance  Job. 

FARM  LABOR  or  cooking  are  the  (oba 
that  interest  Wayne  W — ,  a  new 
graduate.  He  has  been  s  kettle 
operator  and  a  grill  cook. 
POWER  MECHANICS  and  wocJwoik. 
are  some  of  the  skills  that  Doug  H  - 
—  has  acquired.  He  seeks  gas  sta- 
tion or  forestry  work. 


60  W.P.M.  is  Joanna  W  

typing  apeed.  A  secretarial  position 
is  what  she  Is  seeking.  She  Is  a  new 
graduate  with  secretarial  experience. 

CHERRY-PICKING,  apple  thinning  or 
Ice-cream  bike  operator  are  tho  jobs 
that  appeal  to  David  K — .An  eager 
grade  7  student. 

FLOWER  SHOP  work  or  babysitting 

Is  how  Brenda  R   Is  hoping  to 

earn  money  this  summer.  She  has 
wsltress  snd  cooking  experience. 


Employers! 


Yt-u  ,-tpc-  d'ikecJ  U1  call  the 


555-4000 


Planning  a  Vacation? 

Hlft£-A-$TU0£NT 

Can  Help  While  You're  Gone! 

632-488$ 

Ad  sponsored  by:    Royal  Travel 
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DO  YOU  NEED 


Your  lawn  cut? 
Your  car  washed? 

A  babysitter?  , 

Or  is  there  any  other  odd  job  around  your  house 

needing  to  be  done? 

Then,  call  Tami  at  Hire-A-Student  for  odd  job 
days,'  and  give  yourself  a  break. 


t 


July  23  to  27. 
865-4244. 


HIRE  A  STUDENT 


f HIRE-A-STUDENT 
ODD  JOB  WEEK 

July  9  to  13 

We  have  many  eager  students 

willing  to 


Widows  ^sec/ 


clerk 


willing  and  able  to  do 
many  other  jobs  also 

CALL  HIRE-A-STUDENT 

AT  223-3900 

LET  STUDENTS  HELP  YOU! 


The  Hire-a-Student  window-washing  crew  has  been 
hard  at  work  washing  windows  throughout  St  Albert  if 
your  windows  need  cleaning,  why  not  give  the  H.A.S. 
office  a  call  at  458-3808? 


Two  of  Grove's  odd  Job  squad  are  Eddie  Dube,  left,  and  Ward  Lindahl. 

Both  are  from  Spruce  Grove. 


Grove  gets  odd  job  squad 


The    Grove's    Hire-a-  The  squad  consists  of 

Student   (HAS)   program  three  14  and  15-year-old 

has  a  new  work  catogory  -  students     who  are 

Odd  Job  Squad.  organized  to  do  jobs  such 


Odd  Job  Squad 

LAWN  CUTTING 
*>*3E  BLITZ 

a    Thursday,  July  12 

Average  size  lawn  s350 

Large  lawn  s450 

Extra  digging  &  weeding  sloc 

(customers  must  supply  mowers  and  tools) 

S9 or 532,593   ^  ***** 


as  window  washing, 
garden  weeding,  lawn 
mowing,  garage  clean-ups 
and  painting. 

These  students  have 
previous  odd-job  ex- 
perience and  are  highly 
recommended  by  Deidre 
McConnell,  local  HAS 
manager. 

Ms.  McConnell  says  that 
HAS  would  like 
prospective  employees  to 
provide  the  necessary 
materials  but  added  that  it 
is  not  compulsory. 

MS.  McConnell  says  if 
there  is  a  good  response  to 
the  Odd  Job  Squad,  a 
house-cleaning  corps  will 
be  organized  to  do  such 
jobs  as  occasional 
babysitting,  laundry,  wall 
washing,  and  vacumming. 


Mr.  Rancher 


Hire  6  .Student 

We  Have  Students  Available  For  Fencing,  Post  Hole  Augering,  Barn 
Cleaning,  Corral  Cleaning,  Haying,  Painting,  Babysitting,  Etc. 


Ifc] AGTf 

GOOD  NEWS 
PARTY  LINE 


fHirc  fl  Student 
A  SliKSeni  Sinmn  l"xto*mer*  Program 

Located  In  former  Public 
Library  Building. 
Corner  of 
49th  St.  &  50th  Ave. 
Moa,  Wed  &  Frt  3:30-5:00 
Phone  227-4800 
We  Have  Students 
Looking  For  Jobs  In: 

•  Construction 

•  Store  or  Clerical 

•  Outside  Jobs 

•  Lawn  Mowing 

•  Waltrasslng 

•  Farm  Work 

•  Any  Kind  Of  Work 

We  Have  Employers 
Looking  For  Students: 

•  Gas  Joekay 

•  Palntar 

•  Clark  Typist 

PUT  IT  HERE 

CALL  OR  WRITE  TNI  IDITOROf  INISWH  TO 
iNCLUDC  GOOD  MtmOtlVUft  AND  HAmNINCS 
YOU  w«l  IU  HI*"'   I'.OURTISY  AC  T 

liWiSFAlk,  


Call  David  Now  At  932-3793  P.S.  Send  Your  Kids  Down  To  Register 


RADIO  AND  TELEVISION 
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RADIO  AND  TELEVISION 

Special  Tips  for  Radio 

Radio  stations  are  community  minded  and  welcome  opportunities  to 
participate  in  worthwhile  projects.     Frequent  newscasts  mean  they 
have  a  big  appetite  for  news,  especially  about  local  happenings. 
Keep  them  informed  about  activities  of  Hi re-A-Student ,  especially  if 
you  have  placed  a  person  in  an  "odd-ball"  job.     Let  them  know  about 
local  job-market  conditions,  especially  just  as  students  begin  to  enter 
the  work  force.    This  is  an  excellent  time  to  tell   radio  stations  you 
have  some  tips  for  students  seeking  work;  how  to  hunt  for  a  job,  write 
a  resume,  etc.     Remember  FM  broadcasters  face  some  heavy  demands  and 
will  be  pleased  if  you  can  offer  them  solid  ideas  for  informational 
prog  ramming. 

Be  aware  that  there  are  usually  several  different  advertising  packages 
available  from  your  local  radio  station.    The  cost  of  an  ad  varies 
according  to  the  des i reabi 1 i ty  of  the  time  spot.    Check  to  see  if  the 
station  has  a  "Rotation  of  Spots"  package,  which  plays  your  ad  at 
different  times  during  the  day.     This  allows  the  message  to  reach  several 
different  listening  audiences,  and  usually  costs  less  than  "prime  time" 
advertising. 

Following  are  some  Public  Service  Announcements  you  might  ask  your 
local   ratio  station  to  use: 

"Do  yourself  a  favour.     Hire  a  student  this 
summer  to  type  your  letter,  pump  your  gas, 
work  in  your  factory,  fill   in  for  Jenny  who's 
gone  to  the  beach,  sweep  your  floors,  mind 
your  children,  dig  your  ditches,  drive  your 
truck,  sell  your  products,  walk  your  dog  or 
lift  your  bales.     You  get  a  lot  of  service 
from  an  eager  and  versatile  student.  Call 
your  Hire-A-Student  office  at  000-1000  to 
arrange  for  the  help  you  need  this  summer." 
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"Remember  your  first  summer  job?     How  eager  you 
were  to  show  you  could  do  it?    Things  haven't 
changed  much.     There  are  many  students   in  this 
area  ready  and  willing  to  work  for  you  or  your 
company.     Hire  a  student  for  an  hour,  a  day,  a 
week,  a  summer.     It  will  be  a  great  experience 
for  you  both.     Call   the  Hi re-A-Studen t  Office 
at  000-1000.     Help  them  to  help  you  have  the 
opportunity  of  a  summertime.     Hire  a  student 
today.     Call  000-1000." 


"You've  got  a  job  to  be  done?    We've  got  the 
workers.     Your  local  H i re-A-S tuden t  Centre  is 
ready  to  find  you  the  help  you  need  -  fast. 
Students  can  be  a  real  asset (an  asset  to  any 
sized  business)  -  for  a  day,  week,  or  a  summer. 
Students  are  energetic  and  capable  workers. 
Maybe  you've  been  missing  out    on  a  good  thing. 
Call  the  Hi re-A-Student  office  at  000-1000  to 
arrange  for  a  fresh  approach  this  summer.     Hi re- 
A-Student  today.  000-1000." 


"Summer's  still  here.     There  are  hundreds  of 
local  students  looking  for  summer  work.  They're 
quick  to  learn.     Grasping  an  idea  quickly  is 
really  what  being  a  student  is  all  about.  Your 
Hi re-A-Student  centre  will  match  the  right  student 
to  the  job  you  need  done.     Students  have  proved 
their  usefulness   in  a  wide  range  of  business  and 
household  operations.     Call  the  H i re-A-Student 
office  at  000-1000.     Hire  a  student  this  summer  - 
It's  good  business.     That's  000-1000." 


"Need  a  job  this  summer?     Don.lt  know  where  to  look? 
H i re-A-S tudent  can  help.     It's  a  program  for  students. 
We  have  several   interesting  positions  open  in  many 
different  fields.     So,   if  you  are  a  student,  and  want 
a  job  for  an  hour,  a  day,  a  week  or  a  summer,  come 
down  and  register  with  H i re-A-Student  in  the  Town 
Office,  or  call     000-1000  for  more  information. 
That's  Hire-A-Student,  000-1000." 
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RADIO  ANNOUNCEMENT 


to  run  5  days 

Triple  A  time        20  second  spots 

The  Medicine  Hat  Hi re-A-S tudent  office  is  pleased  to  announce 
their  Grand  Opening  to  be  held  Wednesday  May  4th.     In  attendance 
will  be  representatives  from  various  levels  of  government. 
Ceremonies  begin  at  10:00am  at  the  Hi re-A-Student  office  on  6th 
Avenue  above  Glenmore  Sports.     Coffee  and  doughnuts  will  be  served. 
That's  Hi re-A-Student 's  Grand  Opening,  Wednesday  May  4th,  10:00am. 
Everyone  is  welcome. 


RADIO  ANNOUNCEMENT 


Could  you  use  a  hard-working,  versatile,  and  eager  student.  Why 
not  "Hire-A-Student".    There  are  a  variety  of  students  ready  to 
do  a  variety  of  jobs  for  you.    Anyone  can  hire  a  student  - 
businessman  -  housewife  -  or  a  farmer. 

The  H i re-A-Student  office  in  Barrhead  is  managed  by  LORRAINE 
MORRIS.     And  is  sponsored  by  the  combined  efforts  of  the  Alberta 
Advanced  Education  and  Manpower,  the  Barrhead  P.S.S.,  Department 
of  Recreation,  Parks  and  Wildlife,  Town  and  County  Recreation 
Departments. 

Why  not  contact  Lorraine  at  the  H i re-A-Student  office  in  Barrhead. 
They  are  open  from  9:00  -  12:00  and  1:00  -  4:00  on  weekdays. 
Telephone  her  at  674-3688. 
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Special  Tips  for  Television 

It   is  much  too  expensive  to  consider  making  your  own  television  news 
clips.     However,   it  does  not  eliminate  the  possibility  of  getting 
television  coverage.     Send  out  your  news  releases  to  your  local 
television  station  as  you  do  to  the  other  media.     Your  information 
may  interest  a  reporter  to  do  his  or  her  own  news  item  on  your  Hire- 
A-Student  centre. 

Find  out  the  names  of  the  producers  of  local  "talk  shows"  and  offer 
to  be  a  guest.     You  must  remember  that  one  telephone  call  to  a  station 
is  not  enough.     Each  program  works  independently  and  it  is  up  to  each 
producer  to  decide  the  content  of  his  or  her  program.     If  you're  lucky, 
you'll  be  able  to  get  an  item  on  the  news  and  perhaps  to  be  a  guest  on 
two  public  affairs  programs  -  all  on  the  same  station. 

Submit  public  service  announcements  on  various  important  H i re-A-Studen t 
events  during  the  summer.  If  you  give  the  station  some  'lead-in"  time, 
they  may  film  the  activity  for  you. 

Try  to  interest  the  media  on  doing  a  film  clip  of: 

-  students  looking  for  summer  jobs  in  the  placement  office. 

-  a  local  band  or  guitarist  singing  a  H i re-A-Studen t  jingle. 

-  local  V.I.P.s  such  as  sports  personalities,  elected  officials  or 
members  of  the  business  community  giving  a  testimonial  on  students. 

Most  cable  television  operators  set  aside  a  channel  for  local  programming 
and  are  often  willing  to  help  local  groups  produce  programs  free  of 
charge.     You  can  ask  the  operator  whether  the  station  could  run  a  "H  i  re- 
A-Student"  slide  to  insert  during  program  breaks.     Compose  a  slide 
suitable  for  T.V.  with  the  Hi re-A-Student  logo,  office  phone  number, 
address  and  hours  of  operation. 
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TELEVISION  SLIDE 


f ANNOUNCING 
Ire  Student 

GRAND  OPENING 

WEDNESDA  Y,  MAY  4 

10:00  a.m. 
DROP  IN  FOR  COFFEE 

AND  DOUGHNUTS 

MEDlCltffc  HAT 
211  -6th  Ave.  S.E 

Ph.  526-8563 


Ask  your  local  television  station  to  run  this  at  the  bottom  of  the 
television  screen: 


•••     HIRE-A-STUDENT  Located  in  the  Hi  11  view  Mall  - 


Office  Hours  •••  8:30  -  4:30  - Monday  to  Friday**- Phone  001-1000 


SPECIAL  PROMOTIONS 
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SPECIAL  PROMOTIONS 

Ti  ps 

Ask  a  restaurant  to  donate  a  free  lunch  to  an  employer  who  has  been 
selected  by  the  centre  as  being  cooperative  and  helpful  about  hiring 
students.     Name  this  employer,  "Employer  of  the  Week."    Have  this 
information  aired  over  television  and  radio  and  distributed  to  the 
print  media. 

Sponsor  a  poster  contest.  Offer  a  prize  to  the  elementary  and  secondary 
students  who  submit  the  best  poster.  Display  contest  entries  and  prizes 
during  H i re-A-Studen t  Week  at  the  local  shopping  centres. 

Run  a  profile  of  a  student  in  the  local  newspaper  during  Hi re-A-Studen t 
week.     The  profile  will  consist  of  a  picture  of  a  student  that  was 
placed  through  your  office,  accompanied  by  a  few  short  lines  on  how 
the  student  obtained  his  job,  how  valuable  Hi re-A-Student  service  is,  etc. 

Ask  media  people,  bank  personnel  and  other  members  of  the  business 
community  to  wear  H i re-A-Student  buttons  during  H i re-A-S tudent  Week, 
or  pin  a  button  on  the  Mayor  in  front  of  the  newspaper  camera. 

Prepare  a  short  release  on  types  of  students  available  and  their 
qualifications  that  could  be  given  to  employers.     The  information 
should  be  general  and  give  only  the  student's  first  name. (Exampl e: 
Jane,  21,  has  excellent  typing  skills  and  two  summers  of  experience  in 
a  business  office  -  contact  H i re-A-Student  office  for  a  referral). 
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Approach  the  community  banks  and  ask  them  if  the  student  centre  can 
put  H i re-A-S tuden t  stickers  on  the  bank  statements.  This  same  idea 
could  be  used  on  the  Town's  utility  bills. 

Have  participants  in  events  such  as  Walk-A-Thons  and  Bike-A-Thons 
wear  H i re-A-S tuden t  T-Shirts. 

Clean  up  the  river  bank  or  undertake  any  other  public  service  gesture 
that  will  show  students  helping  their  community. 

Enter  a  float   in  the  community  parade. 

Hold  a  special  night  where  employers  can  come  down  and  meet  the  staff 
and  have  refreshments,  or  have  a  coffee  break  with  employers. 

If  the  last  year's  opening  ceremonies  were  successful,  they  could  be 
repeated . 

Have  a  group  of  interested  and  hardworking  students(the  12  to  15  year 
olds)  organize  a  car  wash. 

Start  a  student  baseball  team  and  challenge  other  members  of  the  media, 
or  various  service  groups  in  the  community  to  a  baseball  game.  This  is 
a  great  way  of  obtaining  some  free  publicity. 

Combine  a  list  of  householders'   names   in  a  barrel.     Have  a  publicized 
draw.     The  winning  householder  would  then  receive  a  H i re-A-S tuden t  staff 
member  to  do  the  householder's  odd  jobs  for  the  day. 
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Have  a  car  equipped  with  overhead  speakers  announce  H i re-A-Student 
week  throughout  the  streets.     Kiwanis  and  other  service  clubs  could 
be  approached  for  assistance. 

A  banner  strung  across  the  main  street  of  your  city  or  town  during 

Hi re-A-Student  week  could  be  incorporated  into  your  publicity  campaign. 
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Now  open  for  service 

The  Bow  Island  Hire-A-Student  office  was  officially  opened  on  Thursday,  June  14th.  Among  those  on  hand  for 
the  ribbon-cutting  (as  shown  in  the  above  picture,  left  to  right),  were:  Allan  McLeod,  Vice-President  of  the  Bow 
Island  and  District  Chamber  of  Commerce;  Annalise  Van  Ham,  office  manager;  Brett  Loney.  H.A.S.  regional 
co-ordinator;  Town  of  Bow  Island  Mayor  Walter  Strom;  and  Roy  Hadlington,  H.A.S.  committee  chairman. 
Following  the  ceremony,  guests  enjoyed  coffee,  pop,  cake  and  donuts,  and  entered  their  names  for  the  door 
prize.  The  office,  located  in  the  municipal  building,  is  open  from  3:30  -  5:00  p.m.,  and  will  be  open  full  time 
commencing  Monday,  June  25th. 


Saturday,  June  23 

Cochrane 

Hire  ft  Student 
Grand  Opening 

Main  Street 
Free  Coffee  &  Donuts 

Phone  932-3793 

3:30  Until  4:30 
Until  June  27th 


Town  of  Valleyview 

PROCLAMATION 

WHEREAS:    Valleyview  students  are  looking 
for  work  during  the  months  of  July  and  August 
and 

WHEREAS:  a  job  will  enable  students  to  earn 
enough  money  to  help  finance  their  education 
and  at  the  same  time  give  them  work  experience 
and 

WHEREAS  even  short  periods  of  employment 
in  the  summer  are  beneficial  to  the  students;  and 
W;  HERE  AS:  the  students  of  Valleyview  are  one 
of  the  Town  s  greatest  resources; 

Now  therefore,  I,  W\  Popp,  Mayor  of  the  Town 
of  Valleyview  do  hereby  declare  the  week  of  June 
21  through  25  as  "Hire-A-Student  Week"  in  the 
Town  of  Valleyview. 

W.  Popp,  Mayor 
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Youths  with  the  lotfal  Hlre-A-Student  Odd  Jobs  Squad  were  out  In  full  force  Saturday  kicking  off  Hlre-A- 
Student  Week  here  with  a  car  wash.  Monies  from  the  car  wash  went  to  the  students  and  the  day  was 
highly  successful.  The  Hlre-A-Student  program  got  into  full  swing  here  Monday  with  an  open  house  at  the 
Manpower  Centre  in  Blairmore.  Anyone  wishing  odd  jobs  done,  or  to  hire  a  student,  can  contact  Debbie 
Hakze  at  562-8202. 


werASKiwj 
Hire  A  Student 

Pancake 
Breakfast 


Saturday,  August  4 

9:00  a.m.  -  1  1 :00  a.m. 
at  Wetaskiwin  Mall 
Sponsored  by  H.A.S. 
481  I     51  Street  Phone  352  9410 


Enter  your  name  in  a  draw 
for  a  a  $7.50  voucher 
on  a  dinner  for  2  at  the 

(Eohhkstant  Manor 

by  placing  your  job  openings 
at  the  Hire-a-Student  office 

during  Hire-a-Student 
week  June  19-23 

Phone  653-4244 

Cardston  M-D-  Building* 
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HIRE  A  STUDENT  WEEK 

JUNE  26TH  -  30TH 

They  are  participating. 
How  about  you? 

MANITOBA 

HIRE  A  STUDENT  CENTRE 

See  Maxine  Blatz  or 
Darryl  Einarson  82  2-449  1 


AGTf 

GOOD  NEWS 
PARTY  LINE 

•  Hire  A  Student  bake  sale 
j Friday,  August  11  at  2:00  p.m 
at  Ropers.   


Heidi  Gross  Reports  on  the 

HIRE-A-$IUDm  PROGRAM  IN  BOW  ISLAND 


Cut  out  this  article  and  pin 
it  up  where  you  can  use  it  as  a 


HIRE-A-STUDENT 
# 


Watch  for  the 
activities  of 

HIRE-A- 
STUDENT 
WEEK 

June  25-29 

For  more  information  phone 

Sheila  at  223-3900 

Above  the  Taber  Post  Office 


reminder!  Next  week  is 
Hirea-Student  Week  in  Bow 
Island  and  Burdett  area,  and 
it  is  a  chance  for  everyone, 
both  students  and  employers 
to  take  part  in  the  Hire-A- 
Studcnt  Program.  In  conjunc- 
tion with  Hire-a- Student 
Week,  the  days  of  the  week 
have  been  set  aside  for 
special  events  and  opportun- 
ities for  both  employers  and 
students: 

Volunteer  Day  (Monday, 
July  i7th]s  Students  will  be 
getting  together  to  do  volun- 
teer clean-up  as  an  aid  to  our 
community.  It  is  planned  that 
students  are  to  meet  in  front 
of  the  Firehal!  at  9:30  a.m., 
bring  along  hoes  and  rakes, 
and  then  proceed  along  with 
Heidi  Gross,  the  H.A.S. 
office  manager,  to  go  clean- 
up the  cemetery  and  possibly 
areas  of  the  town. 

Bu&bcessmcn's  Day  [Tuck- 
day,  Jdy  18th]i  This  day  is 
especially  set  aside  for  the 
businessmen.  It  provides  an 
opportunity   tor   each  bus- 


H.A.S.  WEEK 

Remember  that  this  is 
Hirea-Student  Week  and 
students  are  available  for  any 
jobs  people  may  have.  Cal 
the  H.A.S.  office  at  939-2955 
between  10  a.m.  and  4  p.m 
Monday  through  Friday. 


incssman,  together  with  one 
or  more  other  businessman  to 
Hire  a  Student  for  a  few  hours 
to  do  chores,  especially  such 
as  window  washing,  sweeping 
the  sidewalk  in  front  of  the 
stores,  cleaning  out  the  gutter 
to  the  street,  oi  if  these  aren't 
possible,  any  other  odd  clean 
up  chores. 

Bordetl  Day,  [WcdaeiuUy, 
July  19lhJ:  This  day  provides 
a  special  opportunity  foi 
residents  and  businessmen  ol 
Burdett  to  hire  students  for 
any  odd  job.  Transportation  of 
students  to  Burdett  will  be 
provided  courtesy  of  H.A.S., 
so  this  is  no  worry  foi 
employers.  Please,  Bur 
dctt,  help  H.A.S.  make  this 
day  a  success  and  hire  a 
student.  If  possible,  notify 
the  Hire- A-Studcnt  Office 
before  or  on  the  morning  of 
this  day,  of  any  jobs  a  student 
could  do  foi  you,  so  that 
transportation  can  be  arrang- 
ed easier. 

Odd  Job  Day  [ThumUy, 
July  20lh):  Any  odd  jobs  that 
you  need  to  have  done,  oi 
could  have  a  student  do, 
please  contact  H.A.S. 

Help  make  our  Hirc-A- 
Student  Week  a  success!  If 
you  can,  Hire  a  student,  and  if 
you  can't,  tell  others  about  it 
and  spread  the  news  around. 
Contact  the  Hire-A-Studi  nt 
Office  in  Bow  Island,  either 
by  dropping  in  to  i  Heidi 
Gross,  the  office  rn;  nager,  in 
the  Recreation  Off  e  in  the 
Fire  Hall,  or  by  giving  her  a 
liiij-.  ;;t  545-26S6.  And  don't 
foigct,  have  a  Young  Summer 
and  Hire  A  Student! 
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WIND-UP  ACTIVITIES 


■108 


LSAMPLES  OF  H.A.S.  WIND  -  UP  PUBLICITY 


HAS  Bulletin. 

fa  cut  fh.:>  article  <arci  pin  it 
uf»  4^  a  ^(nioder  for  next  year'. 
The  Hire  A-Studprvt  Summer 
trpiploymfeAt  pre  era»v.  is  icon 
coming  to  a  close  for  the. 
bearsw*.  but  you  s»t»M  hovs»  a 
chance  tc  >«veiveA~The 
ir€-A--tvxclvr<A  oWice  »n  Peace 
PW:<  Will  fee  closing  cr>  Ma£im 
17,  so  »9  Jou  can,  tfite-A- 
SftuCVertt,  H<Jf»t  8wa^ ,  |p  Ui Vou 
Cdn'l*  we'll  b<?  orcuOd  q&'m 

W'h6n  you  need  7j  helpvng  hand 
',n  yoilr  Sf  r ing  CVe*lWV|  ,  ac.6 
your  gardening-  uta'cJxhecHA 
log  v<iccrbcir>s  ^cv  Cmplc^fb 

d\r)d   arc   seeding  casual 

he\p  H  ir£  A  SVud-tAi  Wd.Mi.  to 
he\p  f\H  e>U  your  Ofecfe  We  hlu? 
tc  See  happy  rr.^K'yfc'o,  afld 
ry  ^tudtnfc)  °jc  rehk  SflO- 
ffyCf,  ^tr^pp},  Wh.le^4VuiC  t) 
SHKiwt  na^,  HIRC  CMEi 
W  =vtcVi  the  c^senJntf 
thfc  H»r£-A-Smrfervt  Q&ice  vn 
the  sonoj^,  ^nxi  Uv  $ur1foei  m- 
{bYma-tibn  contact  the  Canada 

See  /<x<  rwnt  ««wnm*c» 


if  ire  -  a  - 
Student 


Val  T&ronchuk 
H.A.S.  Office  Manage. 
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V.'ell,  it's  hard  to  believe, 
but  ...  Hire-a-Student  Office 
will  close  its  pearly  gates  on 
Friday,  August  10th.  We've 
been  open  for  three  months 
and  the  response  that  we 
received  from  the  Vegre- 
ville  community  and  sur- 
rounding area  was  very 
impressive. 

Special  thanks  must  go  out 
to: 

The  Students  -  they  were  an 
energetic  group,  and  I  hope 
that  they  register  with 
H.A.S.  again  next  year. 

The  Employers  -  farmers, 
housewives,  business  people 
and  citizens  of  the  various 
towns  in  the  region:  you 
gave  students  a  chance  ar  d 
we  appreciate  it. 


The  Town  of  Vegreville  - 
without  their  encourage- 
ment, the  H.A.S.  program 
would  be  in  deep  trouble!  An 
important  person  to  whom 
we  owe  a  lot  is  Mayor 
Ruptash.  With  his  co-opera- 
tion, we  were  able  to  spon- 
sor a  lot  of  events.  Thanks! 

Chamber  of  Commerce  - 
the  Vegreville  business  peo- 
ple showed  their  approval  of 
H.A.S  by  their  overwhelm- 
ing support. 

Local  Newspapers  -  we  wee 
fortunate  to  have  the  en- 
couragement of  the  local 
media  who  covered  cur 
various  functins  and  allow- 
ed a  H.A.S.  column  weekly. 

P.S.S.  Office  -  Where  would 
H.A.S.  be  without  the  P.S.S. 


lime  is 
running 

out  on 
another 

summer. 


Our 
office 
will  be 

closing 
on  August  17 


office''  Special  recognition 
to  Lil  Whittier  who  was 
there  when  she  was  needt-J 
(which  was  often!). 

Principals  of  Loca!  Schools 
-  our  big  fund  raiser,  'he 
ice-cream  sales,  were  only 
successful  thanks  to  the 
assistance  of  the  principals 
of  the  locai  schools. 

Lakeland  College  for  dona- 
ting tne  office  space  for  the 
Hire-a-Studeni  office  for 
1979  -  what  a  great  bunch  of 
people ! 

Kinsmen  Club  -  helped  us 
financially  -  and  t  did  serve 
time  at  the  Dunk  Tank  at  the 
recent  Vegreville  Exhibition 
and: 

The  H.A.S.  Committee  a 
super  group  who  supported 
the  program  through  it  all ! 

The  1979  statistics  for  Hire- 
a-Student  will  be  published 
next  week  and  you'll  agree 
with  me  that  everyone  de- 
serves a  pat  on  the  back  for 
helping  a  worthwile  pro- 
gram! 

I  have  enjoyed  my  position 
at  H.A.S.  Office  Manager.  It 
was  a  definite  learning  ex 
perience,  and  I  wish  much 
success  to  the  1980  Office 

Manage?-. 

Thank  you  agar,  for  your 
enthusiasm  and  support. 


TH1S  IS  to  notify  all  residen 
of  Claresholm  and  surround 
big  area  that  your  Hire-A-  J 
Student  office  will  be  closing 
Friday,  August  11.  If  you  still 
have  a  job  that  a  student  can  j 
do,  hurry  and  call  Martha  at  j 
235-3991.  This  is  your  last 
chance    to    have    a  young 
summer.  Ci 'dr«&hoirr, 
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Hire-A-Student 

soon  to  close 

Time  is  closing  in  and  it  will 
soon  be  time  to  close  the 
Hire-  A-Studcnt  office.  Be- 
cause of  the  limited  time  I  have 
left,  I  would  like  to  invite  any 
employers  to  hire  students  for 
any  work  they  find  is 
catching  up  on  them. 

This  summer  many  employ- 
ers have  been  satisfied  with 
the  services  offered  by  stu- 
dents. Students,  as  well,  are 
pleased  with  the  available 
summer  jobs. 

The  demand  for  students 
each  year  is  what  keeps  the 
HAS  offices  in  any  area 
running.  If  a  lack  of  interest  is 
shown  in  a  community, 
chances  are  that  Hire-A-Stu- 
dent  will  not  continue  for  the 
next  year.  Because  of  this  it  is 
important  to  receive  as  many 
placements  as  possible. 

I  am  glad  to  say,  however, 
that  Fairview  has  received 
great  results,  so  next  year 
HAS  will  be  around  again. 

Thank  you. 


Brenda  Friedel 


FMEV1E.W 


H.A.S.  grateful  for  help 


To  the  Editor: 

1  would  like  to  take 

this  opportunity  to  thank 
all  of  the  people  in  Fort 
Saskatchewan  who  helped 
support  this  seal's  Hire- 
A-Student  program. 

This  year's  H.A.S. 
committee  consists  of  four 
other  people  besides 
myself,  Loretta  Reid, 
Geoff  Marsh,  Shelly 
Cranston,  and  Kelly 
Daniels.  With  their  en- 
couragement, help  and 
ideas  throughout  the 
summer,  they  should 
share  the  credit  for  this 
gear's  success  of  the 
program. 

The    support  from 


various  companies  and 
homeowners  has  increased 
the  amount  ol  placements 
a  good  50  per  cent,  last 
seal's  final  placements 
were  98,  compared  to  this 
year's  number  of 
placements  of  147. 
Without  the  help  of  all 
these  people,  HAS. 
would  not  have  been  as 
successful  as  we  were. 

Many  thanks  to  all 
the  students  that  helped 
make  this  year's  H.A.S. 
program  a  very  successful 
one.  You  all  did  a  great 
job.  1  have  had  many 
phone  calls  telling  me  how 
great  some  of  you  have 
been.  1  am  really  proud  of 


what  you  all  have  done  for 
the  community  this  year 
and  1  hope  that  you  will 
all  take  part  in  the 
program  next  year. 

I  would  also  like  lo 
send  my  special  thanks  to 
the  Fort  Record.  Not  only 
did  you  print  an  article  for 
me  when  I  needed  one 
done,  but  you  also  placed 
four  students  through  the 
H.A.S.  program.  I  hope 
that  you  give  next  year's 
H.  A.S.  office  manager  the 
same  help  that  you  have 
given  me. 

Sincerely, 
Berni  Godlein 
H.A.S.  Office  Manager 


SUCCESSFUL  SUMMER 
FOR  H.A.S. 

I  would  like  to  express  my  sincere  thanks  for  your  help 
this  summer.  Your  support  helped  to  make  this  year  the 
most  successful  yet  for  Hire-A-Student. 

Of  the  396  students  registered  in  the  program  this  year, 
all  but  34  received  a  job,  even  if  it  was  just  a  casual  one. 
The  success  of  the  program  has  been  through  the  aid  of 
support  such  as  yours. 

The  Hire-A-Student  office  will  be  closing  on  August 
17.  Hopefully,  with  your  support,  H.A.S.  will  continue  to 
provide  assistance  to  the  youth  of  this  community  in 
coming  years.  *t,< 


lanet*Bod 


dez 


1  Office  Manager 


Hire  fl  Student 


Closes  August  17,  1„979 


On  behalf  of  the  committee  and 
myself,  I  would  like  to  thank 
the  employers,  interested  citi- 
zens, and  students  who  helped 
to  make  the  1979  Hire  A  Stu- 
dent Program  a  success. 

Donne  Bradley 

Office  Manager 

Harma 
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HlftE-A-$TU0ENT 

Office  Closes 
August  10,  1979 

HIRE  STUDENTS  NOW! ! 

CallValat  632-4888 

Ad  sponsored  by:  Qiin's  Restaurant 


HIRE -A- STUDENT 
SAYS 
THANK-YOU!! 

As  of  Aug.  10,  1979,  the  H.A.S.  office  will 
be  closed.    1979  was  a  great  year,  and  I 

would  like  to  thank  everyone  who  supported, 
encouraged,  and  used  the  H.A.S.  Services. 

Special  thanks  to: 

-The  Students  -Chamber  of  Commerce 
-The  Employers  -Local  Newspapers 

-The  Town  of  Vegreville  -P.S.S.  Office 
-Lakeland  College  -H.A.S.  Committee 

-Kinsmen  Club      -Principals  of  local  schools 

And:    To  You  - 

The  Community  1 

Ad  sponsored  by:     Kinsmen  Service  Club 


It  H.A.S.  Been  Great! 


•v 


I 


<  HE 
/TUDENT 

Ma  summer 


On  August  31st,  Hue  A 
Student  Regional  Coordinator 
Edith  BiaWozyski  dismantled 
the  last  of  the  1979  Hire  A 
Student  progiain.  "I'd  like  to 
thank  the  students,  homcovv- 
ers,  media  personnel  and 
businessmen  who  supported 
this  community-based  pro- 
gram." 

This  has  been  Hire  A 
Student's  most  successful  year. 
In  Wainw  right,  213  new 
student  registrations  were 
taken  between  May  1st  and 
August  31st.  201  regular  and 
casual  job  opportunities  were 
filled  b>  these  students.  333 
regular  and  casuai  jobs  weie 
filled  by  the  349  Provost, 
Vermilion    and  Wainwright 


u  mat  k  y  A 

area  students  who  registered 
with  Hire  A  Student  this 
summer.  Ail  in  all,  local  Hire 
A  Student  activity  has 
increased  65^o  over  last  years' 
Hire  A  Student  operations. 

Remember  -  many  students 
wilt  be  available  to  work 
throughout  the  entire  year. 
You  can  always  rely  on  a 
willing  and  enthusiastic  stu- 
dent to  shovel  your  driveway, 
supervise  your  children,  pro- 
vide relief  staff  during  the 
Cnrisimas  rush  ...  or  just 
about  anything! 

Until  the  Hire  A  Student 
office  re-opens  next  May, 
contact  the  school,  Canada 
Employment  Centre  for  names 
of  available  students. 
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THire  fi  ^.y 
Student  l| 

THANK  YOU 


The  Hire-A-Student  staff 
and  committee  wish  to 
thank  the  Community  for 
their  support  during  the 
1978  Hire-A-Student  Pro- 
gram, which  terminates  on 
August  12,  1978. 


ROBERTA  RAUCH 


OFFICE  MANAGER 


LOYAL  MA 

LARRY  STEEVES 


COMMITTEE  MEMBERS 


-113- 


F.   Advertising  And  Promotions  Checklist 

1)  How  to  reach  students: 

-  school  presentation. 

-  school  newsletter, 

-  school  announcements (P. A.  system). 

-  school   displays,  posters. 

-  bulletins  sent  to  students. 

-  posters(at  teen  centres,  pool  halls,  swimming  pools), 

-  radio  announcements. 

-  newspaper  advertisements. 

-  letters  or  flyers  sent  out  to  parents. 

-  special   registration  days  at  schools  or  H i re-A-Student  centre. 

-  distribution  of  school  yearbooks  from  the  H i re-A-Student  centre. 

-  flyer  in  report  cards. 

-  signs   in  school  buses- 

-  panel  discussions  with  employers  and  students. 

2)  How  To  Reach  Employers  And  The  Community* 

-  newspaper  ads. 

-  posters  placed  in  stores,  bulletin  boards,  offices  and  schools. 

-  flyers  distributed  through  Post  Office,  grocery  stores,  fuel 
agencies,  milk  deliveries,  district  agriculturists  and  with  utility 
bills. 

-  introductory  letters  sent  to  service  clubs,  businesses,  town 
councils,  clergy. 

-  letters  from  the  president  of  the  local  Chamber  of  Commerce  or 
Board  of  Trade  to  members  encouraging  them  to  hire  students. 

-  visits  to  employers. 

-  presentations  to  service  clubs  and  town  councils. 

-  radio  announcements. 

-  bill  boards  signs  or  signs   in  sport  arenas,  on  ice  cream  sales 
bicycles,  etc.. 
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-  banners  in  parades  or  on  downtown  streets. 

-  special   projects  such  as  odd  job  squads,  parades  and  car  washes. 

-  phone  solicitations  to  businessmen  and  householders. 

-  grand  openings,  H i re-A-Student  "open  house". 

-  through  advertising  on  restaurant  menus,  table  placemats,  etc.. 

-  using  H i re-A-S tudent  buttons- 

-  Hi re-A-Student  stickers  on  grocery  bags,  brochures,  posters, 
ut i 1 ity  bills,  etc. . 

-  thank  you  letters  and  advertisements  at  the  end  of  the  summer. 

Resource  Materials  Available  To  Hi re-A-Student  Offices 

1)  At  the  time  of  this  writing, the  provincial  H i re-A-Student  Resource 
office  will  provide  the  following  supplies  to  H i re-A-S tudent  offices 
throughout  the  province. 

a.  H i re-A-Student  Handbook. 

b.  Envelopes. 

c.  H i re-A-Student  Letterhead. 

d.  Employer's  order  books. 

e.  Certificates  of  Appreciation  to  be  signed  by  local  H i re-A-Student 
committee  chairman. 

f.  Hi re-A-Student  Posters(ll"  x  14"). 

g.  Hi re-A-Student  Posters(l8"  x  24"). 

h.  Posters  -  "Part  of  Every  Job  Experience  is  Getting  It". 

i.  Posters  -  "Is  There  a  Future  in  Your  Future." 
j.  Pamphlet  -"Seeking  Summer  Employment  Sensibly". 

k.  Pamphlet  -  "It's  Good  Alberta  Business  to  Hire  A  Student. 

I.  Tear  Sheets (advert i s i ng  Odd  Jobs). 

m.  Reference  Ma ter i a  1 s ( i nformat ion  on  Labour  Standards,  Human  Rights, 

Post-Secondary  Education  Programs), 

n.  H i re-A-Student  buttons. 
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2)  Your  local   Canada  Employment  Centres  will  make  available: 

a .  Pos ters , 

b.  Busi  ness  cards  . 

c.  Tapes  of  radio  ads. 

d.  A  slide-tape  presentation  on  H i re-A-S tudent  committees. 

e.  Student  registration  cards. 

f.  Employer's  order  forms. 

g.  Referral  notices. 

h.  Employer  visit  report  forms. 

i.  Social   Insurance  Number  kits. 

The  final   list  of  supplies  available  in  1980  will  be  provided  at 
the  Spring  Training  Session. 

By  the  way,  these  supplies  have  been  developed  because  past  student 
staff  and  H i re-A-St udent  committees  asked  for  them.     New  ideas  are 
always  welcome,  so  be  sure  to  note  any  suggestions  and  include  them 
in  your  reports  to  the  coordinating  team. 


Details  Of 
Managing  A 
HAS.  Office 
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DETAILS  OF  MANAGING  A  H I RE-A-STUDENT  OFFICE 
Office  Organization 

The  organization  of  your  office  is  an  important  consideration.  Keep 
your  office  orderly,  bright  and  attractive.     vou  want  students  and 
employers  alike  to  feel   comfortable  when  visiting  the  centre. 

Following  are  some  ideas  you  may  find  helpful   in  setting  up  your  office. 
Try  new  ideas  as  well.     If  they  work  be  sure  to  tell  your  resource 
peopl e! 

1.  If  possible,  ensure  public  awareness  of  the  office  location  by 
placing  a  H i re-A-Student  poster  with  hours  of  operation  and  phone 
number  on  the  closest  wall,  window,  or  door  outside  the  office. 

2.  No  matter  what  size  office  you  have,  there  is  always  room  on  the 
front  of  the  desk  or  the  wall  or  pillar  behind  your  chair  to  put  up 
posters.     Display  ready  made  posters(ie  career  posters  such  as  "Is 
There  a  Future  in  Your  Future")  or  better  yet,  show  off  the  prize 
winners  from  your  elementary  school     poster  contest. 

3.  Use  large  pieces  of  bristol  board  and  design  your  own  "how  to  .   .  ." 
posters.     A  poster  on  "How  to  Fill  out  a  Student  Registration  Card" 
not  only  looks  attractive,  but  is  a  time  saver  if  you  have  a  number 
of  students  registering  at  once.     Place  the  registration  cards  and 
pens  beside  the  poster  so  students  can  begin  completing  the  form  if 
you  are  busy. 

k.  For  the  students'  reference  and  your  own,  it's  a  good  idea  to  post  a 
copy  of  the  "Alberta  Labour  Regulations"  near  your  desk.     If  an 
employer  calls  in  to  place  an  order  below  minimum  wages,  by  having  the 
bulletin  close  at  hand,  you  can  read  the  exact  wording  of  the  regulati' 
to  him/her.     This  helps  prevent  misunderstanding. 


-117- 


5.  Place  reference  pamphlets  on  your  desk,  an  empty  table  or  on  a 
pamphlet  stand  for  easy  access  for  students  and  employers  coming 
into  the  office.     Include  materials  on: 

-  post-secondary  education  programs. 

-  federal  and  provincial   programs (e.g .  S.T.E.P.,  Options  80) • 

-  job  search  techn i ques (e . g .  Job  Seekers  Handbook). 

-  labour  standards- 

-  human  rights. 

-  student  services(ie  hostels,  clinics). 

-  maps,  bus  routes  and  schedules. 

6.  Locate  an   inexpensive  cork  board  to  place  on  your  wall.     Post  active 
job  cards  on  the  cork  board  so  the  students  have  an  idea  of  what  types 

of  jobs  are  available  through  H i re-A-Student .    (Note:  be  sure  the  employer's 
name  is  not  on  the  card).     You  could  also  set  aside  a    corner  of  the  cork 
board  for  the  name  of  an  employer  or  student  of  the  week(ie  the  student 
most  active  in  the  local  odd  job  squad,  etc.). 

B.  Files 

You  can  provide  efficient  service  when  you  are  well  organized.     This  is 
easy  to  do  if  you  set  up  and  maintain  a  filing  system  for  student 
registrations,  employer's  order  forms,  job  referral  notices,  and  employer 
visit  forms. 

You  don't  need  standard  filing  cabinets  to  do  this,  but  can  use  any 
container(ie  cardboard  boxes,   ring  binders,   recipe  boxes,  etc.)  that 
will  answer  your  needs.     Further,   the  complexity  of  your  filing  system 
is  dependent  on  the  number  of  student  registrations  and  employer's  orders 
handled  through  your  office. 

Former  H i re-A- Studen t  office  managers  originated  the  ideas   listed  below. 
Again,   the  rule   is  to  use  one  or  any  combination  of  these  ideas,  or  develop 
new  ones  that  will  make  it  easier  for  you  to  access  the  information  in 
your  f  i 1 es . 
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1.  Student  registration  cards  should  be  alphabetical,  and  can  be  broken 
down  further  into  a  variety  of  categories  such  as: 

-  post-secondary  ma  1 e/post-seconda ry  f ema 1 e/secondary-ma 1 e/ 
secondary- fema 1 e  -  with  student  age  marked  on  the  top  right- 
hand  corner 

or 

-  under  15  years/15  years  and  over  -  with  age  and  sex  marked  on 
the  top  righthand  corner 

or 

-  placed/actively  seeking  a  job/not  seeking  a  job  -  with  age  and 
sex  noted  on  the  top  righthand  corner. 

When  you  do  put  notations  on  the  top  righthand  corner,  try  using  a 
different  colored  ink  for  each  month.    This  makes  it  easier  to  count 
new  registrations  at  the  end  of  each  month. 

You  may  also  wish  to  maintain  a  separate  list  of  student  names  and 
telephone  numbers  for  those  interested  in  casual   labour(ie  babysitting, 
lawncutt ing) .     This  is  handy  for  rush  orders. 

2.  Employer's  Order  or  Employer's  Order  Worksheet  can  be  broken  down  as 
f o 1 1 ows : 

-  numer ical ( Job  Order  number  1,2,3.   •  .) 

or 

-  new  orders/closed  orders (ie  cancelled  and/or  filled) 

or 

-  casual  orders/regular  orders 

or 

-  occupat ion ( ie  babysitter/labourer/cook  .   .  .) 

or 

-  orders  requiring  referrals/orders  with  referrals. 
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3.  Referral  Notice 

-  staple  the  top  copy  of  the  referral   notice  to  the  employer  order 
form(the  second  and  third  copy  are  given  to  the  student  you  refer) 

or 

-  place  the  referral   notices  chronologically  from  most  recent 
back  . 

4.  Report  of  Employer  Visit 

-  file  each  report  alphabetically  according  to  the  name  of  the 
bus  iness . 

C.  Records 

As  the  summer  progresses,  you  will  need  to  refer  back  to  what  happened, 
and  when.     For  example,  you  might  want  to  know  what  day  you  put  up  posters, 
when  an  employer  phoned,  or  what  employers  supported  H i re-A-Student  by 
providing  free  advertising.     You  will  also  want  to  leave  adequate 
information  for  future  H i re-A-Student  managers.     A  good  rule  of  thumb 
for  setting  up  your  records  is  to  include  the  kind  of  information  that 
you  found  useful  when  you  started  work. 

The  following  breakdown  will  give  you  an  idea  of  information  to  include. 

To  keep  everything  intact,  past  office  managers  have  used  a  three-ring 
binder  organized  into  the  sections  listed  below. 

1 .  Log  Book 

Your  log  book  should  be  a  handy  record  of  your  daily  H i re-A-Student 
activities,    including  comments  and  recommendations.     For  example: 

May  5  ~  First  day  in  the  office.     I  organized  the  office,  put 
up  some  posters  and  began  reading  through  the  records 


_  120. 

kept  by  past  office  managers. 

May  6  -  Today  I  spent  two  hours  at  the  high  school.     I  received 
permission  from  the  principal   to  set  up  a  desk  in  the 
main  hallway  and  take  student  registrations.     I  received 
five.     Next  time  I  wi 1 1  get  someone  to  announce  over  the 
intercom  where  I  will  be  and  when,  and  also  place  posters 
on  the  bulletin  boards  with  this  information  so  more  students 
are  aware  that  I  am  there. 

It  is  easy  to  forget  details  so  make  an  effort  to  regularly  record 
dates,  addresses  and  phone  numbers  of  contacts,  and  other  important 
information  in  your  log  book.     You  will  need  this  information  to 
arrange  repeat  activities,  to  prepare  reports,  and  to  verify  what  has 
happened . 

2.  Correspondence 

Keep  copies  of  letters  sent(ie  to  employers,  service  clubs,  etc), 
and  those  received. 

3.  Reports 

Retain  a  copy  of  your  monthly  written  reports,  monthly  statistical 
reports  and  final   report(see  next  section  for  suggested  formats). 

4.  Publicity 

Collect  the  newspaper  articles,  advertisements,  flyers,  handouts, 
and/or  pictures  of  the  Hi re-A-Student  promotional  activities  you 
arranged  during  the  summer.     Indicate  the  date  and  the  results  or 
drawbacks(e.g."  This  is  a  copy  of  the  opening  ad  for  the  office. 
It  was  placed  in  the  May  17  paper.     Next  year  it  should  be  placed 
a  week  earlier  so  that  it  doesn't  fall  on  the  long  weekend  when 
people  are  out  of  town  and  not  reading  the  paper*") 
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The  publicity  section   is  a  good  reference  for  you  when  writing 
monthly  reports.      It   is  also  an  excellent  source  of   ideas  on 
how  to  set  up  an  effective  promotional  campaign  for  future  Hire- 
A-Student  managers. 

5.  Financial  Records 

Record  H i re-A-Student  income  and  expenditures.     This  will  help  you 
complete  the  itemized  statement  that  is  sent  with  your  monthly 
written  report.     At  the  end  of  the  summer,  both  you  and  your  committee 
will  know  exactly  how  much  money  was  needed  for  your  H i re-A-Student 
program  operations,  and  where  it  came  from. 

Following   is   information  on  financial  statements.     Be  sure  to  show 
it  to  your  committee  to  see  if  the  format  is  acceptable  to  them. 
If  not,  get  specific  instructions  from  them  on  how  to  keep  these 
records . 

a)  When  recording   income,  you  may  find  it  easier  to  provide  two  lists. 
One  could  show  actual  dollars  received.     The  second  could  detail 
donations  in  kind(ie  office  space,  ad  tagging,  etc.)  with  your 
realistic  estimate  of  the  dollar  value  of  the  donation.     In  this 
case,  your  statement  would  read  as  follows: 


Your  Town  H i re-A-Student 
August  31 ,  1980 
Financial  Statement 


Cash  Revenue 


Your  Town  Chamber  of  Commerce 
Vanier  High  Students  Union 
Your  Town  Lions  Club 

Alberta  Advanced  Education  &  Manpower 


1 ,300.00 


100.00 
25.00 
50.00 


Total 


$1 ,^75.00 
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Donat  ions 


Your  Town  Town  Council        -  Office  Space  -  300.00 

Your  Town  Town  Council        -  Telephone  &  Utilities  -  120.00 

W.E.  Smith  Electrical          -  Advertising  -  20.00 

C.B.C.  Carpeting                  -  Advertising  -  20.00 

Your  Town  Herald  Tribune    -  Advertising  250.00 

Your  Town  School  Division  -  Paper  Supplies  75.00 

Total  $785.00 


b)  An  itemized  statement  of  expenditures,  based  on  cash  revenue  would  read 
as  fol lows : 


Your  Town  H i re-A-Student 
Statement  of  Expenditures  -  Aug. 31,  1980. 


Budget  Item 

May 

June 

July 

Aug . 

Total 

Comment 

Wages 

120.00 

240.00 

480.00 

240.00 

1  ,080.00 

?  $4.00/hour 

Employee  Benefits 

10.00 

18.00 

36.00 

18.00 

82.00 

Employee  Travel 

so.  00 

15.00 

10.00 

5.00 

80.00 

Re:  3  training 

sessions,  and 

school  visits 

Telephone  & 

3.00 

4.00 

2.00 

1  .00 

10.00 

Paid  long 

Ut i 1 ities 

d  i  stance 

Office  Rent 

Dei 

nated 

charges  only 

Equipment  & 

20.00 

6.00 

2.00 

4.00 

32.00 

Includes  postage 

Suppl ies 

Publ ici ty  & 

Printing 

50.00 

45.00 

25.00 

20.00 

140.00 

Miscel laneous 

32.00 

32.00 

Pop  for  Odd  Job 

Squad  Members 

TOTALS 

253-00 

328.00 

555.00 

320.00 

1 ,456.00 

c)  At  the  end  of  the  summer,  your  committee  will  want  to  know  if  there  is  an 
"excess  of  revenue  over  expenditure",  or  if  there  is  a  "deficit". 
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To  do  this,  you  take  the  cash  revenue  total  and  subtract  your 
expend  i  tures    tota 1 . 

Newsl etters 

Retain  copies  of  both  the  province-wide  and  local   newsletters  (  a 
description  of  each  follows).    These  copies  will   help  future  office 
managers  with   ideas  on  new  things  to  try  and  on  the  kinds  of 
contributions  they  should  make  to  the  newsletters. 

a)  Province-wide  newsletter 

The  province-wide  newsletter  is  compiled  by  your  federal  and 
provincial   resource  personnel    in  Edmonton.     Copies  are  distributed 
to  all   the  Hi re-A-Student  offices  in  Alberta  and  the  Northwest 
Territories.     Published  monthly,  the  newsletter  is  an  informal 
vehicle  of  communication  with  emphasis  on  the  exchange  of  ideas 
and  highlighting  promotional   ideas,   labour  market  information, 
placement  statistics,  background  information  and  points  of  interest. 

Although  there  are  considerable  differences  between  the  various 
of f i ces (urban  vs.   rural,  northern  vs.  southern,  depressed  vs.  boomin 
labour  markets)  much  can  be  learned  by  sharing  ideas,  experiences 
and  solutions.     This  can  only  happen  when  all   local  offices 
contribute,  whether  it  be  an  odd  job  order  or  the  planning  of  a 
major  promotional  campaign.     Articles  and  photographs (black  and 
white)  are  always  welcome.     Submissions  should  be  directed  to  the 
attention  of  the  Information  Officer,  Canada  Employment  and  Immigrat 
Commission,  6th  floor,  Baton i -Bowl  en  Building,  9925  -  109  Street, 
EDMONTON,  Alberta,  T5K  2J8. 

b)  Local  Newsletters 

A  second  newsletter,   local    in  nature,   is  compiled  by  your  regional 
coordinator.     This  newsletter  is  intended  to  keep  office  managers 
up  to  date  on  H i re-A-Student  activities     in  their  own  district. 


-124  - 


Input  from  the  office  managers  could  include  such  things  as 
activities  tried,  events  coming  up,  helpful   tips  or  suggestions, 
samples  of  advertising  they  have  used,  etc..    The  regional 
coordinator  could  add  business  matters,  a  checklist  of  monthly 
activities,   important  announcements,  and  reminders  for  deadline 
dates. 

Responsibility  for  writing  the  newsletter  can  be  handled  in 
various  ways  -  by  the  regional  coordinator,  split  among  the 
office  managers,  whatever.     It  is  a  chance  to  share  successes  and 
failures,  as  well  as  get  to  know  your  co-workers  better. 

D.  Reports 

Each  H i re-A-Student  office  collects  information  on  activities,  and 
prepares  reports  on  program  results.     H i re-A-Student  staff  should 
familiarize  themselves  with  the  following  reports  and  note  the  activities 
they  must  keep  track  of. 

1.  Monthly  Written  Report 

The  monthly  written  report  should  summarize  your  office  activities 
and  problems,  and  make  recommendations.    These  reports  are  most 
important  in  providing  ideas  and  direction  to  committees,  resource 
staff  and  future  H i re-A-Studen t  staff. 

By  the  fifth  working  day  of  each  month(June,  July,  August)  a  copy  of 
your  report  should  be  submitted  to  the  H i re-A-Student  Resource  office 
10924  -  119  Street,  Edmonton,  Alberta  T5H  3P5,  your  committee  chair- 
person, and  if  applicable,  your  regional  coordinator.     Retain  a  copy 
of  each  monthly  report  for  your  office  records. 

The  information  for  the  monthly  report  can  be  obtained  from  your 
daily  log  book  and  publicity  book(see  Records  section).     The  report 
should  include  a  monthly     rtemized  financial   statement  and  a  narrative 


-125- 


report   including  comments  on  success,  problems,  or  recommendations 
related  to: 

-  employer  v i s i ts ( i nc 1 ude  list  visited). 

-  school  presentations  and  visits. 

-  service  club  presentations. 

-  public  relations  and  the  timing  of  these  act i v i t i es (at tach 
samples  of  your  ads,  flyers,  and  letters,  etc..     Please  send 
originals  to  the  Hi re-A-Student  Resource  office,  so  they  may 
be  duplicated  for  next  year's  handbook). 

-  job  creation  projects ( i nd i cate  the  type  of  activity,  the  number 
of  students  involved,  and  your  evaluation). 

-  activities  you  have  shared  with  the  Hi re-A-Studen t  committee 
(ie  meetings,  office  visits,  joint  employer/community  visits). 

-  areas   in  which  you  require  further  assistance. 

-  your  recommendations (local  and/or  provincial). 

Other  suggestions  you  might  find  useful  when  preparing  reports  are: 

-  to  set  aside  a  specific  day  every  month  to  prepare  your  report. 
You  may  wish  to    coincide  the  completion  of  this  report  with  the 
monthly  statistics  sheet. 

-  to  keep  a  file  for  observations  and  notes  that  could  be  of  interest 

Final  Written  Report 

When  H i re-A-Student  offices  close,  a  final   report  is  submitted  to 

the  committee,  federal  and  provincial  coordinators,  and  where  applicable 

the  regional  coordinator. 

This  report  will    influence  1981  operations,  so  make  it  as  detailed  as 
possible  regarding  your  office  successes  and  failures,  and  put   in  all 
your  recommendations.     If  you  have  time,   it's  a  good  idea  to  provide 
a  summary  sheet  listing  the  recommendations. 
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Your  report  should  include: 

a)  Name  of  village,  town  or  city 

b)  Name  of  office  manager,  home  address  and  phone  number 

c)  Number  of  Hi re-A-Student  staff  and  educational  level 

d)  Location  of  office 

e)  Dates  and  hours  of  operat ion (ful 1  and  part-time) 

f)  Location  of  1980  files 

g)  Committee  contact  for  198l(name,  address,  phone  number).  Confirm 
this  contact  and  ensure  that  they  are  willing  to  receive  the  1981 
funding  support  applications. 

h)  Using  the  monthly  report  headings (ie  employer  visits,  school 
presentations,  etc.)  as  a  guide,  summarize  and  evaluate  your 
activities,  and  provide  comment  and/or  recommendations  on  each 
area. 

i)  Final  statistical  report 

j)  Copy  of  the  job  order  book(for  rural  Hi re-A-S tudent  centres  only) 
k)  Record  of  expenses  and  community-donated  support  as  approved  and 

signed  by  the  committee  chairman. 
1)  Comment  on  Handbook 
m)  Comment  on  province-wide  supplies 

n)  Comment  on  the  province-wide  and  local  newsletters 

3.  Monthly  Statistical  Reports 

At  the  time  of  writing  this  handbook,  no  decision  had  been  reached  on 
the  format  for  statistical   reports  to  be  completed  by  1980  Hire-A- 
Student  offices.     A  supplementary  handbook  on  statistics  will  be 
provided  by  Regional  Office,  Canada  Employment  and  Immigration  Commission 
at  a  later  date. 
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Forms 

The  following  forms  have  been  referred  to  earlier  in  this  handbook 
to  illustrate  how  they  can  help  you  with  your  activities.  This 
section  outlines  how  to  properly  complete  them. 

1)  Student  Registration  Card 

Students  looking  for  summer  employment  should  register  with  the 
Hi re-A-Student  offices  by  completing  the  student  registration  card 
provided  by  the  local   Canada  Employment  Centre. 

At  the  time  of  writing  this  handbook,  the  student  registration  card 
was  being  revised  by  the  federal  government  and  a  copy  was  not 
available  for  printing.     However,  the  changes   in  the  form  are  minimal, 
so  the  following  checklist,  used  in  1979,  should  still  be  applicable: 

a)  Surname  and  Given  Names 

-  first  and  last  names  should  be  legible. 

-  have  the  student  underline  the  name  he  uses. 

b)  Social    Insurance  Number 

-  anyone,  of  any  age,  can  apply  for  a  Social    Insurance  Number 
(S.I.N.),  which  they  keep  for  the  rest  of  their  life. 

-  while  employees  16  and  over  must  have  a  S.I.N.,  encourage  the 
younger  student  to  apply  for  one  as  well. 

-  application  forms  can  be  obtained  from  a  Canada  Employment  Centre, 
or  from  H i re-A-S tuden t  offices. 

c)  Date  of  Birth 

-  it  is  very  important  to  know  the  student's  age.     For  easy  reference, 
write  the  age  on  the  upper  right  hand  corner  of  the  registration  card. 

-  if  a  student  looks  extremely  young  for  the  age  registered,  do  not 
hesitate  to  ask  for  some  identification. 
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d)  Address  and  Telephone 

-  you  will  no  doubt  be  contacting  the  student  at  some  time,  so 
make  sure  this  is  filled  out. 

e)  Present  Education 

-  this  item  is  important  for  some  government  programs  and 
occasionally  private  industry. 

-  year  of  education  circled  must  be  the  highest  grade  compl eted 
(not  the  grade  the  student  plans  to  enter  the  following  year). 

f)  Special  Qualifications 

-  note  any  licenses,  certificates  of  accomplishments,  or  special 
courses  at  school . 

g)  Preferred  Occupations 

-  ensure  that  the  student  be  specific. 

-  try  to  differentiate  between  what  the  student  wants  and  what 
the  student  will   take.     Consider  employment  interests  in 
relation  to  geographic  location,  transportation,  hours  available, 
casual  work,  etc.. 

h)  Previous  Employment 

-  the  student  should  put  down  specific  jobs  held  over  a  period 
of  time  and  general  kinds  of  casual  jobs  he  has  heldfe.g.  lawn 
mowing,  babysitting). 

i)  Signature  and  Date 

-  it  is   important  that  the  student  date  and  sign  his  registration 
card  to  verify  that  the  information  provided  on  the  form  is 
accurate.     Unfortunately,  students  may  provide  false  information, 
especially  about  their  age,  and  you  may  make  an  improper  referral 
based  on  the  misinformation.     A  signed  registration  leaves  you 

cl ear . 
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j)   Canadian  Citizen 

-  one  of  the  boxes  should  be  checked  to  indicate  whether  the 
student   is  a  Canadian  citizen  or  landed  immigrant. 

-  H i re-A- Student  can  legally  refer  only  Canadian  citizen, 
landed  immigrants,  or  students  with  working  visas  to  jobs. 

2.  Employer's  Order  and  Employer's  Order  Worksheet 

When  an  employer  gives  you  a  job  order,  you  will  want  to  get  all  the 
information  you  can,  to  properly  refer  qualified  students  to  the 
employer.     To  ensure  that  all  necessary  information  is  recorded, 
complete  a  copy  of  the  form  as  the  employer  describes  the  job, 
student  qualifications  and  other  details. 

Following  are  some  of  the  terms  used  on  the  employer  order  form  and 
their  meaning: 

Block  01  -  Order  Number.     Ignore  the  printed  number  and  starting 
with  1,  number  each  employer  order  that  your  Hire-A- 
Student  office  receives. 

Block  Ok  -  Action.     Record  the  date  the  order  was  received.  Use 
day,  month  and  year  numbers (ie  7/6/76). 

Block  09  -  Vacancy  refers  to  the  number  of  positions  open  with  the 
business.     If  two  students  are  required  to  do  the  same 
kind  of  work,  there  are  two  vacancies , but    only  one  order. 

Block  11   -  Occupational  Title.     General  name  for  the  job  being  offered. 

The  title  should  not  discriminate  between  male  and  female 
(e.g.   the  term  "labourer"  is  not  discriminatory). 

Block  12  -  Maximum  Referrals.     Indicate  the  maximum  number  of  people 
the  employer  will  interview. 

Block  22A-  The  name  of  the  person  in  the  business  who  will  be 
interviewing  applicants  for  the  job. 
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Employer's.  Order  Form(front) 


r01   ORDER  NO 


1 


SUMS  MHSfS  <  I  I  H0    "t«i|CM<  i 


O.JL  CODE    COOl  PRQf 


AA1  A  yC  K  .  0  9:0  ,5  i7  ,7/  a  A 


1 


0  1 


10    NAMfc  OF  EMPLOYER    MDV  Dt  t  CMPLO*  £l'R 


I  I  L 


RJ_gJL^  U,R,A  fl  J 


J  I  I  I  I  I 


ocx  t.ui    rime  oi     "HO'iss  CM 


Wa  i  ter/Wa  i  tress 


HTj  MM  *EF 
>*At  Of  Ht(S 


LA 


M3A   NO   AND  STREET     Rul  IT 


STAHTRtFER    lirPRCS         VIS   START  WORA      '  v  J  01 


*,1  A 


i  3i  A,v  ,e  p  m  e,.   ,  S., 


J  I  I  I  L_^i 


ASAP 


138   CITY  OR  TOWN     VILLC  OU  VILLAGt 


U|T,0  P  \  A, 


tei  no    A'"  0* 


J  I  L 


J  ,2  ,  8 


5  ,  1  ,1  ,1  JLOHLV.IF, 


HEIGHT  TA!.Ll 
WIN  MAX 

i  I    nm'  i  ft  -a  i  mm 

SFfEC; F IJIED I  BY,  EfjlPLpYEjR  j 


13C  PROVINCE 


,A,L  ,T  A  i   XT,  6  ,E  I  1  ,Y  2 


Y20  EMPl  CODE     CCOl  DtUPLOl 


J  l__J  L 


PERM       I      TEMP       ]  CAS  OCC 
I   W        S  DJ 

•□  !  /! 


E    SHIFT  (QUIPl 
DAY  EVENING  NIGHT 


SPEC 

jot/«      soipfe       nuit  spfciAL 


1_8 


4  Sf  *♦ 

5 


22A  APPLY  TO    SADRESSEfi  AU 


Mr.  Sam  Wong 


0  DRIVERS  LIC     PfRMlS  D£  COMOUiRl 


^  auto  ,Btools  ,c  saSHOUID  ASK  FORAIB/\RT^Ul,^S  0TH„ 
'□  IE  JOB  WARRANTS  *D 

AUTO  OUtllS  J^APPARlliS  Dl  S(CURlT(   COKDUCTtUR  CHAUffCUR  AuTRl 


DUTIES  AND  OTHER  SPECS  -\ONCTIONS  ET  AUTRES  DETAILS 

'Por  Public  ! 
•  r«Y«r  +he  N 

I       I  I  I  I  I  I  L 


For  Public  Service  Related  Jobs  -  (  Vcunq  Canada  Work*} 
•  rtY«r  the    No.  I  J 


J  I  I  !  L 


J  I  I  I  I  1  L 


WILL  LAST  FOR  ENTIRE  SUMMER  SHIFT 


WORK-NOON  TO  9:00  P.M.  -  3:00P.M. 

__i  i  i  i  i  r    i     ;  i  i  i  i  i  i_ 


TO  12:00  P.M.     UNIFORM  PROVIDED. 

I       1  I  I  1  i  I  J  !  1  I  J  I  L 


NOTES  NOTES 


CONSIDER  ALSO  - , LJS T  DUTIES  AND  RESPONSIBILITIES 


IN  DESCENDING  ORDER 

_J  I  I  I  I  i  J  I  


J  1  I  I  J_ 


•  INCLUDE  ANY  SPECIAL  REQU I REMENTS  i . e . ,  OWN  CAR,  HARD  HAT, 
WORK  BOOTS 


^SPACES  LEFT  BLANK 
ARE  FOR  INFORMATION 
SPECIFIED  BY  CEC 
OPERATIONS. 


-  AQD  ANY 

HELPFUL  HINTS  ABOUT  DEALING  WITH  THE  EMPLOYER 

| REMARKS  A 

OBSERV  , 

i 

r  . 

J 

i* 


EMPLOYER  S  ORDER  -  OFFRE  DE  L'EMPLOYEUR 
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Employer's  Order  Form(back) 


TRANSACTIONS  ON  THIS  ORDER  -  OPERATIONS  AFFERENTES  A  CFTTE  OFFRE  DEMPLOI 


A  DATE 
REFERRED 
PRESENTE 
IE 

6 

OCCUPATION 

CODE 
CODE  PROF. 

C 

CMC 

D 

NAME  •  NOM 

RESULT  -  RESULTAT 

N  OBSERVATIONS 
REMARQUES 

E 

F 

G 

H 

j 

K 

L 

M 

P 

Tl 

R 

FTR 

i  •  i 

w 

X 

RP 

01/06 

HO  I 

HAS 

Mary  Rrnwn 

V 

9;00  a.m,  

m/nfi 

applicable 
t.n  H.A.S. 

HAS 

Ann  Rlar.k 

V 

Q;30  a,m,  Ffnployer  

requested  additional  

referrals  

in/nfi 

HAS 

iludy  Smith 

2:00  p.m.  — 

10/06 

HAS 

Carol  White 

V 

2:30  p.m.  

10/0fi 

HAS 

Bob  Jang 

J 
Y 

3:00  p.m.  

10/06 

HAS 

Tom  Johnson  

V 

3 ; 30  p.m.  

10/0fi 

HAS 

Jane  Doe 

4:00  p.m. — Employer  

satisfied  May  also  

keep  Jane  for  part  

time  in  the  fall ,  

i 

The  back  of  the  order  form  is  for  your  office  use.     Enter  information 

on  the  back  of  the  order  daily;  this  will  help  when  compiling  statistical 

reports . 

Record  the  names  of  students  referred  to  the  employer  and  the  subsequent 
results.     That  is,  whether  the  student  was  placed(P),  rejected(R),  failed 
to  report(F  T  R)  or  failed  to  accept  the  job(F  T  A). 

The  employer  may  cancel  some  job  positions  or  fill   them  through  other 
means.     Check(v^)  where  applicable  and  note  in  employer's  order  book 
the  reason  for  cancellation. 


QTY 
KBRE 


REASON  -  RAISOH 


codeT 


NO  CLIENT  AVAILABLE 
PAS  DE  CLIENT 


CHANGE  OF  PLAN 
LHANGEMENT  DE  PROJET 

UNSUITABLE  WORK  CONDITION 
PIETRES  CONDITIONS  DE  TRAVAIL 


TE 


CANC • ANN 


VACANCIES  CANCELLED 
VACANCES  ANNULEES 


REASON  -  RAISON 


DESCRIPTION 


FILLED  THROUGH  OTHER  MEANS 
REMPLIES  PAR  AUTRE S  MO  YENS 


OTHER  REASONS 
AUTRES  RAISONS 


QTY. 
NBRt 


42        DATE  OF  CANCELLATION 
DATE  DE  L  ANNULATION 
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Manpower  and  Immigration     Main-d'oeuvre  et  Immigration 


EMPLOYER'S  ORDER  WORKSHEET  -  EBAUCHE  DE  L' OFF  RE  DE  L' EMPLOY  EUR 


Ind.  Code  -  Code  D'a.i. 

see  Appendix  D 

Order  No. — de  f'offrei                                                                                                                    i  Occ   Code  —  Code  prof 

Oate 

of  order 

Title  -  Titre 

General  name  for  the  job  being  offered.  The  title  should  not  discriminate. 

Resp.  CMC  -  CMC  resp. 

H.A.S. 

Salary  —  Sal  aire 

Hourly  or  monthly  rate  or  commission  sales. 

Resp.  Unit  -  Unite  resp. 

your  initials 

Location  —  Endroit 

Town,  city  or  village;  not  the  address  of  the  employer. 

Start  Ref.-  prSs. 

£ie  referrals) 

Vacancies  —  Postes 
vacant  s 

number  of 

positions 

open  with 
the  business 

Terms  —  Conditions 

Hours  and  days  of  work;  any  overtime?  Casual  (five  working  days  or  less)  or 

RegUTar    faver   f  i  Ve   dayS  )                  Requirements  -  Exigences 

ie.    Is  previous  experience  required?    Do  applicants  need  a  driver's  license 

or  their  own  transportation?---  -Da-^the-y-need-to  ha.hondable?    Are  any 

 qua! ifi€ations--suGh  as  typing  required?  

Max.  Ref.  -  Max.  da 
pris. 

maximum  number 

Duties  —  Fonctions 

|  Have  employer  specify. 

of  people  the 


employer  will 
interview 


Tel.  No.  -  N°  de  tel. 


Name  of  Employer  -  Nom  de  remployeur 


Name  of -the  business 


Address  —  Adresse 


Ref.  Times  -  Hrs  de 

p"5-  hours 


-Both  the  street  and  mail-i ng  addras-S^ 


Tor  interviews 


Apply  To  -  S'adresser  i 

Name  o£-the  person-la-  the-business-who  will  he  Interviewing  -applicants  fo_r_ 

the    job.  Remarks  -  «emer*«e, 


Include  when  and  where  students  should  go  to  apply,  and  whom  they  should 


see. 


You  can  use  this  worksheet  to  take  down  the  job  order  when  an  employer 

phones  in.    Be  sure  to  transfer  the  information  to  an  employer's  order 

form  each  day.  Or,  post  this  form  next  to  your  telephone  for  use  as  a 
checkl ist. 


MAN   1  I  SB  S  Q-7B) 


ENTERED  -  INSCRIPTION 


731 


1  753" 


Reolst. 
In  tar. 
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3.  Job  Card 

The  information  for  the  job  card   is  taken  right  off  of  the  employer 
order  form.     This  card   is  used  for  public  viewing.     It  may  be  put 
up  on  a  school   bulletin  board  or  on  an  office  job  order  board. 

The  details  such  as  the  employer  and  place  of  business  are  left 
off  to  ensure  that  the  student  is  interviewed  and  prescreened 
according  to  job  qualifications  before  being  referred  to  the  employer. 

Following  is  a  sample  of  a  job  card: 


I* 


power  Mam-d'oeuvre 
Immigration     et  Immigration 


Sa  lory 
Traitement 


Title 
Titre 


Wa i ter/Wa i tress (refer  to  block  11 
on  the  employer  order  form) 
$3.00/hr  (refer  to  block  30) 


(This  number  corres- 
ponds to  the  order 
number  on  the  Employer 
Order  block  01 ) 


Location 
Endroit 


Terms 
Termes 


Utopia(refer  to  block  13b 
Do  Not  put  on  the  address) 
(refer  to  block  38) 


Pequ  irements 
Exigences 


(refer  to  block  23) 


Details 
Details 


t*<Ar\j.  1177  (1  1-731 


-134  - 


Job  Referral  Notice 

A  referral  will  be  effective  if  you  are  clear  about  the  requirements 
of  a  job  and  consider  the  background,  skills  and  preferences  of 
available  student  clients  which    could  be  suitably  matched  to  the 
needs  of  the  employer.     In  making  a  good  referral  consider  the 
fol lowing : 

a)  Do  match  qualifications  of  the  student  with  the  job  requirements. 
Attempt  to  get  useful   information  that  will  help  you  assess  the 
possibilities  and  alternatives  available  for  a  student's 
qualifications  and  determine  the  student's  needs  and  restrictions 
in  terms  of  financial   requirements,  physical   limitations,  available 
transportation,  etc.. 

b)  Do  give  the  student  an  accurate  description  of  the  job.     Know  what 
the  job  responsibilities  and  duties  are.     If  a  student  is  unsuitable 
for  a  position,  explain  the  employer's  specifications  and  why  the 
student  is  not  qualified  for  the  job.     A  tactful  approach  is  important 
in  suggesting  alternatives  for  the  student  to  consider  or  in 
confronting  him/her  with  advice  for  sel f- improvement . 

c)  Do  determine  whether  or  not  the  student  is  genuinely  interested 

in  the  position  before  making  a  referral.     Make  sure  you  are  objective. 

d)  Do  provide  the  suitable  student(s)  with  full  details  on  where  to 
go,  whom  to  see  and  when  to  be  there. 

e)  Do  remember  to  record  all  the  relevant  information  on  the  back  of 
the  employer's  order  as  well  as  on  the  back  of  the  student's 
registration  card.     Referral  should  also  be  accounted  for  in  the 
employer's  order  book  for  easy  retrieval. 

f)  Do  contact  the  employer  with  respect  to  matters  requiring  clarification, 
or  in  cases  where  an  interviewer  has  reservations  about  a  certain 
student,  before  making  a  referral. 
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g)  Do  conduct  a  follow-up  with  the  employer  and  student. 

h)  Don't  make  any  assumptions  about  the  student  -  don't  judge  on 
your  personal    likes  or  dislikes. 

i)  Don't  sacrifice  quality  or  quantity  in  making  referrals. 

j)   Don't  promise  what  you  cannot  deliver  -  make  no  guarantees. 

k)  Don't  be  concerned  with  simply  the  quantity  of  placements. 

1)  Don't  oversell   the  client  or  the  job.     Be  realistic,  pragmatic  and 
honest  in  your  approach. 

m)  Don't  accept  job  orders  that  are  discriminatory. 

The  student  should  be  given  the  middle  and  bottom  copy  of  the 
referral  notice.     When  the  student   is  interviewed,  he  gives  the 
employer  the  bottom  stiff  copy.     It  serves  as  an  introduction  to 
the  employer,   lets  him  know  that  H i re-A-S tudent  referred  the  student, 
and  allows  him  to  confirm  the  placement  with  the  H i re-A-Student 
office  by  returning  the  form  as  indicated,  or  phoning.    The  student 
can  keep  the  middle  copy. 


1+     Employment  and  Immigration  Canada     Emploi  et  Immigration  Canada 
TOP  COPY-  REFERRAL  NOTICE    AVIS  DE  PRESENTATION 


TO  A 

PEKING  RESTAURANT 

R 

1 

CMC  REFERRING 
CMC  DE  PRCS 

H    .A    .S  . 

UNIT  -  UNITE' 

|c   .K  | 

ADDRESS  ADRESSE 

414  -  3  Ave.  S. 

S  1  NO  I 
WAS 

1:2:3    4   :5  ;6 

7  :8  .9  I 

UTOPIA 

APPLICANT  (SURNAME)    CANDIDAT  (NOM) 

DOE 

ATTENTION 

MR.   SAM  WONG 

MR  M 

(INITIALS  INITIALES) 

J.S. 

MRS  MME 

MISS    MLLE  1^ 

"HIS  APPLICANT  IS  REFFRRED  IN  RESPONSE  TO  YOUR  ORDER  FOR 

Cf  CANOIDAT  VOUS  EST  PRESENTE  EN  REPONSE  A  VOTRE  Of  ERE  D  EMPLOI 

WAITER/WAITRESS 

DATE  REFERRED  -  OATf  DE  PRESENTATION 

DAY  .  JOUR          MONTH  -  MOIS       YEAR  ANNEE 

2   :    4   I    0  :  5     1  7     :  8 

UCCUP  CODE    CODE  PROFESSIONAL 

i^ot  necess|ary 

IND  CODE  IND 

8    8  6 

NO  CASUAI 
DAYS 
NBR  JRS  OCC 

ORDER  NO     OFFRE  N° 

1:  : 

1 — 1  MALE 
1  1  HOMME 

rryfEMALE 

L33  FEMME 

REFERRAL  PRESENTATION 

rTT^RDINARY  | — |SR  I — I  REFUSED  BY  CLIENT 
□3  NORMALS                                     1  1  P  S                                 1  1  REFUSES  PAR  LE  CLIENT 

□ 

CORRECTION 


You  should  keep  this  copy  on  file  or  record  the 
referral  on  the  job  order  itself  and  the  employer 
order  book.     If  more  than  one  referral  for  a  single 


emp 2284 (2-78) (man 71 3C)  753o a^Ji W*-""  aLLdch  i-eferrals  to  back  of  j ob  order  to 
 .  record  latter,  ,  .  ,  _  


1 
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Job  Referral  Notice  (middle  copy) 


1  ^     Employment  and  Immigration  Canada     Emploi  et  Immigration  Canada 
RESULT  OF  REFERRAL    RtSULTAT  DE  LA  PRESENTATION 

TO  -  A 

PEKING  RESTAURANT 

R 

2 

CMC  REFERRING 
CMC  DE  PRtS 

■  HAS 

■  i  i 

UNIT  UNITt 

[  C  ,K 

ADDRESS  ADRESSE 

blk  -  3  Avenue  ST 

S  1  NO 
N°  A  S 

1:2  :3    k  :5  ;6 

7  ;8  ;9 

UTOPIA 

APPLICANT  (SURNAME) 

DO 

CANDIDAT  (NOM) 

E 

ATTENTION 

Mr.  Sam  WONG 

MR  M 
MRS  ■  MME 
MISS  MLLE 

(INITIALS  INITIALES) 

J.  s. 

THIS  APPLICANT  IS  REFERRED  IN  RESPONSE  TO  YOUR  OROER  FOR 

CE  CANDIDA T  VOUS  EST  PRiSENTE  EN  RESPONSE  A  VOIRE  OFFRE  D  EMPLOI: 

WAITER/WAITRESS 

DATE  REFERRED  -  DATE  DE  PR( SE N TA TION 

DAY  .  JOUR          MONTH    MOIS       YEAR  ANNE'S 

,1,1, 

OCCUP  CODE  ■  CODE  PROFESSIONNEL 

Not  n.ece{ssa|ry  ;     ;          j  ; 

IND  CODE  IND 

8  £  6; 

NO  CASUAL 

DAYS 
VSR  JRS  OCC 

ORDER  NO  •  OFFRE  N° 

-^CANCEL 

□ 
CORRECTION 

CLEARING  CMC 
CMC  ENVOYEUR 

RESULT  -  RESULTAT 

DATE  TO  START 
WORK 
DATE  O  ENTRtE  EN 
FONCTIONS 

D-J  jl     _  M  -         \  A 

iTiT 

RESULT  DATE 
DATE  DU  R(SULTAT 

FAILED  TO 
REPORT 

□ 

NE  S  EST  PAS 
Ptt£SENT( 

FAILED  TO 
ACCEPT 

□ 

NA  PAS  ACCEPT t 

REJECTED 

□ 

AtTt  REFUSE 

HIREO  EMBAUCHi 

LOCALLY^ 

Lv 

LOCALE  ME  NT 

BY  TRANSFER 

□ 

PAR  TRANSFERT 

OJ 

M  V*A 

Job  Referral  Notice  (bottom  copy 


I*    Employment  and  Immigration  Canada    Emploi  et  Immigration  Canada 
INTRODUCTION  TO  EMPLOYER    PRESENTATION  A  L' EMPLOY  EUR 


PEKING  RESTAURANT 


,H  ,A  .S 


UNIT  -  UNITt 


C  K 


ADDRESS  - ADRESSE 


k]k  -  3  Ave  S 


1   ;2  :3 


k  :5  ;6    7  .8  .9 


APPLICANT  (SURNAME)  ■  CANDIDAT  (NOM) 


UTOPIA 


DOE 


ATTENTION 

MR.  SAM  WONG 


MRS  -  MME 


(INITIALS  ■  INITIALES) 


J.S. 


WAITER/WAITRESS 


DATE  REFERRED  -  DATE  DE  PR(  SENT  ATI  ON 

DAY  .  JOUR         MONTH  .  MOIS       YEAR  •  ANNtE 


OCCUP  CODE  •  COOf  PROFESSIONNEL 


Not  .necjessjary; 


IND  CODE  IND  NO  CASUAL 

DAYS 
\NBR.  JRS  OCC 


8,8,6 


ORDER  NO  •  OFFRE  N° 


1 


INSTRUCTIONS  TO  EMPLOYER 

.  PLEASE  COMPLETE  IN  FULL  THE  SECTION  BELOW 

AND  MAIL 
OR 

.  ADVICE  OFFICER  WHOSE  NAME  AND  TELEPHONE 
NUMBER  ARE  RECORDED  ON  REVERSE  SIDE 


INSTRUCTIONS  A  L'EMPLOYEUR 

.  REMPLIR  AU  COMPLfT  LA  PARTIE  CI  DESSOUS 

ET  METTRE  A  LA  POSTE 
OU 

•  AVERTIR  I  AGENT  DONT  if  NOM  ET  if 
NUMERO  DE  TELEPHONE  SONT  AU  VERSO 


□ 


REFUSE  PAR  L'EMPLOYEUR 


a*"  2V05/78 


EMP  2284  (2  78)  (MAN  713C)    7530  21  036-51  19 
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5.   Employer's  Order  Book 

The  employer's  order  book  is  a  log  of  all    information  pertaining 
to  every  job  order  received  by  the  H i re-A-Student  office.  Entries 
from  an  employer's  order  to  the  employer's  order  book  should  be 
made  at  the  end  of  each  day. 

a)  You  may  find   it  helpful  to 

-  draw  a  line  across  the  page  over  the  job  orders  that  were 
either  filled  or  cancelled  at  the  end  of  each  day. 

-  use  a  specific  colored  pen  to  record  all  activity  for  each 
statistical  month(ie  May  in  blue,  June  in  red).  Change 
colors  as  soon  as  the  next  statistical  month  begins.  With 
this  procedure,  you  may  take  the  job  order  in  May(blue)  and 
do  referrals  and  placements  on  it  in  June  in  a  different 
color.     This  makes  for  easier  identification  for  each 
statistical  month. 

b)  Each  employer's  order  book  is  done  in  triplicate  on  carbonized 
paper.     (Keep  it  separate  so  that  you  don't  inadvertently  write 
on  it  and  end  up  with  unreadable  copies*)      The  top  copy  remains 
in  the  H i re-A-S tudent  office,  the  bottom  is  given  to  the  regional 
coordinator  at  the  end  of  each  reporting  period,  and  at  the  end 
of  the  summer,  middle  copies  are  submitted  to  the  H i re-A-Student 
Resource  office,   10924  -  119  Street,  Edmonton. 
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O 
O 

CQ 

OC 
UJ 

Q 

OC 

O 
</) 
cc 

UJ 

o 


UJ 


DATE 
RETIRED 

REASON 
CANCELLED 

CASUAL  PLACEMENTS 

PUBLIC 

FEMALE 

CO 

MALE  1 

CO 

PS 

PRIVATE 

FEMALE 

CO 

m 

MALE 

CO 

PS 

CO  o 

REFERRALS 

|  FEMALE 

CO 

se 

|  MALE 

CO 

PS 

REGULAR  PLACEMENTS 

PUBLIC 

FEMALE 

CO 

PS 

|  MALE 

CO 

PS 

PRIVATE 

|  FEMALE 

CO 

PS 

|  MALE 

CO 

PS 

REG. 
VAC 

OCCUPATION 

IND. 
CODE 

EMPLOYER 

JOB 
ORDER 
NUMBER 

UI 

3 
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F.   Clos  ing  The  Office 

1.  By  August  you  will  have  compiled  a  wealth  of  information  to  leave 

for  next  year's  manager.     Don't  let   it  get  lost.     It  is  very  important 
to  place  the  files  at  some  readily  accessible  place  in  the  town(e.g. 
the  town  office)  and  to  inform  next  year's  committee  contact  person 
of  their  location.     Be  sure  that  boxes  containing  the  files  are  well 
marked  and  state  that  they  should  be  held  until   1 3 S 1 ,  so  as  to 
avoid  any  janitorial   problems  which  occur  from  time  to  time. 

2.  In  addition  to  leaving  behind  a  complete  and  comprehensive  set  of 
files,  the  following  activities  should  be  undertaken  before  closing 
your  office: 

-  send  thank  you  letters  to  local  med ia(newspaper ,  radio,  etc.), 
donors,  committee  members,  employers,  and  any  "special"  people. 

-  submit  an  open  thank  you  letter  to  the  editor  for  all  employers, 
students,  and  others  involved  in  H i re-A-Student . 

-  announce  the  closing  of  your  office  in  the  paper  one  or  two  weeks 
in  advance. 

-  send  certificates  of  appreciation  to  very  special  people(if  possible, 
purchase  inexpensive  frames  for  these). 

-  arrange  a  final  committee  meeting  at  which  recommendations  and 
next  year's  program  can  be  discussed.     Your  regional  coordinator 
and  resource  personnel  will  be  happy  to  attend.     Agenda  items 
could  include  hours  of  operation,  starting  and  closing  dates, 
advertising  and  hiring  of  office  manager  position,  budgeting, 
office  space,  committee  members,  evaluation  of  advertising 
materials,  etc..    Recommendations  arising  from  this  meeting  should 
be  included   in  your  final  report. 

-  make  sure  all  job  orders  have  either  been  filled,  or  that  you 
have  called  the  employer  to  advise  him  you  are  unable  to  fill 
the  order.     Cancel  unfilled  orders. 

-  make  sure  your  office  is  left  clean. 
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G.  Plan  Your  Work  And  Work  Your  Plan 

Now  you  have  an  indication  of  what  H i re-A-Student   involves,   it's  time 
to  get  to  work.     Use  the  next  few  pages  to  draft  a  summer  work  plan 
to  present  to  your  committee  for  their  consideration  and  comment. 

How  you  do  your  plan  is  up  to  you.     It  can  be  general  or  very  detailed. 
However,  when  doing   it,  be  sure  you  build   in  time  to  deal  with  the 
unexpected.     And  most   important,  don't  hesitate  to  include  new  and 
different  ideas. 

Appendix  F  provides  a  list  of  people  who  can  help  you  this  summer, 
and  the  final  page  of  the  Handbook  provides  a  telephone  directory  for 
you  to  complete. 

Last  but  not  least,  remember  that  the  members  of  the  federa 1 -prov i nc ial 
coordinating  team  are  here  to  help  you,  and  are  only  a  telephone  call 
away. 

Have  a  good  summer! 


-141- 




SUNDAY 

MONDAY 

TUESDAY 

— 



WEDNESDAY 

THURSDAY 

FRIDAY 

SATURDAY 
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ALBERTA  HIRE  A  STUDENT  COMMITTEES 


PURPOSE 

Alberta  Hire  A  Student  committees  are  autonomous  groups  which  provide 
the  local  student  managed  Hire  A  Student  organizations  with  objectives, 
guidance  and  administrative  assistance  necessary  to  operate  a  summer 
student  placement  service.     A  successful  program  is  of  benefit  to  the 
students,  employers  and  the  community. 


RESPONSIBILITIES 

1.  Committees  are  responsible  for  establishing  local  policy  and 
procedures  which  are  compatible  with  the  overall  H.A.S.  program. 

2.  Committees  administer  program  funds  and  provide  direction  and  support 
to  the  staff  employed  to  operate  the  program. 

3.  Committees  use  the  resources  made  available  by  the  federal  and  pro- 
vincial governments,  Alberta  Chambers  of  Commerce  and  local  organizations 
to  improve  and  enhance  their  program. 


MEMBERSHIP 

For  a  balanced  and  effective  committee,  membership  should  include 
representatives  from  the  local  Chamber  of  Commerce,   local  businesses, 
educational   institutions,  homemakers  and  others  interested  in  helping 
youth  help  themselves.  Committee  members  should  have  knowledge  of  local 
economic  conditions  and  attitudes  in  order  to  be  effective.    Also,  com- 
mittee members  should  be  available  for  part  of  the  summer  to  share  com- 
mittee responsibilities  as  outlined  in  the  attached  "Suggested  H.A.S. 
Committee  Guidelines." 
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RESOURCES 

Experienced  resource  people  are  available  within  the  federal  and 
provincial  governments  and  the  Alberta  Chamber  of  Commerce  to  assist 
the  local  committee  with  its  responsibilities.     In  certain  areas,  a 
Regional  Co-ord ina tor ,  hired  from  April   through  August  of  each  year, 
is  available  to  assist  the  local  Hire  A  Student  office  with  training 
and  office  administration  techniques. 

The  federal  and  provincial  government  also  provide  monetary  support 
and  resource  material  to  local  committees. 

SUCCESS 

Local  committee  support  of  the  Hire  A  Student  program  is  unique  to  Alberta. 
Program  success  can  be  attributed  to  the  committee's  contributions  and 
guidance  given  the  local  Hire  A  Student  program.    With  advice  and  encourage- 
ment from  the  committee,  students  are  given  the  opportunity  to  be  innovative, 
flexible  and  ultimately  productive,  so  that  managing  a  local  Hire  a  Student 
office  is  a  rewarding  experience. 
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Based  on  past  experience,  the  following  guidelines  and  time  frame 
outline  may  be  of  assistance  to  a  Hire  A  Student  Committee. 

Sep  tembe  r-Qc  tobe  r 

1.  The  Chairman  should  recruit  new  committee  members,  if  necessary,  for 
the  coming  year. 

2.  The  previous  year's  Hire  A  Student  program  final   report  should  be 
reviewed  to  familiarize  the  committee  with  objectives,  procedures, 
recommended  improvements,  financial  position  and  success. 

3.  Objectives  and  a  preliminary  action  plan  should  be  prepared  for  the 
forth-coming  year,  including  a  budget. 

*4.     Employer  and  community  feedback  should  be  solicited  to  identify 
program  areas  for  improvement.     At  the  same  time  funding  and  other 
support  should  be  solicited  to  underwrite  such  operating  expenses  as 
office  space,  telephone  service,  advertising,  utilities,  postage  and 
miscellaneous  expenses  as  identified  in  the  preliminary  budget. 

March-Apr  i 1 

5.  Flesh  out  the  plan  of  action,  keeping  it  within  the  budget  limitations. 

6.  Prepare  the  Office  Manager's  job  description  and  job  posting  and 
advertise  the  position  in  the  local   newspaper  and/or  media  and/or  on 
school  bulletin  boards  or  over  the  schools'  P. A.  system. 

7-     Interview  and  select  the  Student  Office  Manager(The  Regional  Co-ord i na tor , 
if  available,  can  be  of  considerable  assistance  with  items  5,  6  and  7 
above) . 

May-August 

8.  Accompany  the  Office  Manager  to  the  one-day  Spring  Training  Session, 
generally  held  the  first  or  second  Saturday  in  May.     Committee  repre- 
sentatives will  have  a  chance  to  discuss  the  program  and  learn  more  about 
the  role  of  the  Committee. 

9.  Generally,  provide  advice  and  encouragement  to  the  Office  Manager 
throughout  the  summer.     This  may  be  accomplished  through  full  committee 
meetings  with  the  Office  Manager  and/or  by  members  simply  dropping  into 
the  H.A.S.  office  regularly  to  chat  informally. 
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10.  Specifically,  Committee  members  can  help  the  Office  Manager  by: 

-  introducing  him/her  to  local  employers  and  service  groups. 
(Student  Office  Manager  may  be  apprehensive  about  approaching 
these  people  for  the  first  time.)     An  introduction  to  the  editor 
of  the  local  newspaper  would  be  an  asset  for  program  publicity. 

-  supervising  him/her  on  policy  matters;  offering  advice  regarding 
the  direction  the  program  should  be  taking  in  the  community;  and 
providing  ideas  for  advertising  and  promotion.     Committee  members 
should  be  able  to  determine  what  would  be  the  most  effective  approach 
i  n  the  i  r  commun  i  ty . 

11.  Ensure  that  the  Office  Manager  prepares  a  final   report  on  the  centre's 
Hire  A  Student  activities,  and  provide  comment  for  inclusion  in  the 
report.     The  final   report  should  contain  a  financial  statement  of 
income  and  expenditures. 

12.  The  Committee,   in  cooperation  with  the  Regional  Coordinator  and  Office 
Manager  should  acknowledge  the  assistance  and  funding  provided  by  the 
local  businesses  and  community. 

NOTE:     Local  H.A.S.  Committees  who  have  membership  on  a  district  or  steering 
committee  should  send  a  representative  to  these  area  meetings, 
generally  held  monthly  from  April   to  August,  and  twice  during  the 
off-season. 
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CANADA  EMPLOYMENT  CENTRE  LABOUR  MARKET  AREAS 


#  Ma  i  n  Canada 

Employment  Centres 

X  Branch  Canada 

Employment  Centres 
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Canada  Employment 
Centre(CEC) 


Manager,  Address  and 
Phone  Number 


H i re-A-Student  offices  located 
within  the  Labour  Market  Area 


CALGARY  METRO 


Mike  Terris 

(Acting  Metro  Manager) 

8th  Floor 

Government  of  Canada  Bldg 
220-4th  Avenue  S.E. 
P.O.  Box  2530 
T2G  4X3 

231-4020 


Ai  rdr  ie 

Cochrane 

Hanna 

Three  Hills 
Trochu 


Branches  in 
Banff 


Br ian  Russel 1 

Federa 1  Bu  i 1 d  i  ng 
Buffalo  Street 
P.O.  Box  1899 
TOL  0C0 

762-4200 


Drumhel 1 er 


Doug  Morgan 

Federal  Building 
196  -  3rd  Ave.  W, 
P.O.  Box  550 
T0J  0Y0 

823-3365 


CAMR0SE 


Roger  King 

Room  207,  Federal  Bldg 
4901  -  50th  Avenue 
T4V  OS 2 


672-5597 
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EDMONTON  METRO 


Russ  Brown 

10210  -  107  Street 
T5J  0G2 

425-6218 


Barrhead 

Bon  Accord 

Drayton  Val ley 

Fort  Saskatchewan 

G ibbons 

Leduc 

Legal 

Mor i  nvi 1 le 


Namao 
Redwater 
St.  Albert 
Sherwood  Park 
Spruce  Grove 
Stony  Plain 
Vegrev  i 1 1 e 
West  lock 


EDSON 


Branch  in 
Jasper 


Jim  Ross 

2nd  Floor,  Federal 
Bldg. 

5005  -  5th  Avenue 
TOE  0P0 

723-3326 


H  i  nton 
Whi  tecourt 


FORT  MCMURRAY 


Karen  Granoski 
(acting  manager) 

10010  Franklin  Avenue 
T9H  2K6 

7^3-2258 


GRANDE  PRAIRIE 


Branches  in: 
Grande  Cache 


Ernie  Goulding 

Main  Floor,  Data  Block 
10118  -  101  Avenue 
T8V  0Y2 

532-441 1 

E.   (Betty)  Griffith 

Shopper 1 s  Mai  1 
P.O.  Box  1050 
TOE  0Y0 

827-2027 


Beaver lodge-Hy the 
Fai  rview 
Fal her 
Gr  imshaw 


Mann  i  ng 
McLennan 
Spirit  River 
Val ley view 


High  Level 


Gloria  Sederquest 

Main  Floor 
Fahlman  Building 
1st  Avenue  North 
General  Del ivery 
T0H  1Z0 


926-3777 
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High  Prairie 


G  i 1 1 es  Turcotte 
(acting  Branch  Office 
Manager) 

Drake  Building 
P.O.  Box  360 
TOG  IE0 

523-3331 


Peace  River 


Mel  Simpson 

Powell   Financial  Bldg. 
10015  -  98  Street 
TOH  2X0 

624-4485 


LETHBR I DGE 


Frank  Besplug 

Federal  Bldg. 

419  "  7th  Street  S. 

TIJ  2G5 

329-6522 


Cards  ton 
CI aresholm 
Coal  dale 
Fort  Macleod 


Picture  Butte 
Pincher  Creek 
Taber 
Vul can 


Branch  in 
B 1  a  i  rmore 


Andrew  Saly 

Federal  Building 

20th  Avenue  &  27th  Street 

T0K  0E0 

562-8118 


LL0YDM I NSTER 


Jim  Higginson 

4618  -  49th  Avenue 
S9V  0T2 

825-6291 


Branch  in 
Wa  i  nwr  i  ght 


Jules  Laberge 

1006  -  4th  Avenue 
P.O.  Box  1634 
T0B  4P0 


Provost 
Vermi 1  ion 


842-3389 
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MEDICINE  HAT 


Doug  Todd 

2nd  Floor,  Federal 
Bldg. 

141  -  4th  Avenue  S 
T1A  2N1 

526-2825 


Bow  Island 
Foremos  t 


Branch  in 
Brooks 


Murray  Nesdoly 

2nd  Floor  Federal  Bldg 
120  -  1st  Avenue  W. 
TOJ  0J0 


362-3488 


RED  DEER 


Branch  in 
Stett ler 


Wetaskiwin 


Doug  McVety 

Room  206  Federal 
Bu  i 1 d  i  ng 

4909  -  50  Street 
T4N  1X0 

342-1168 

Wayne  Brown 

2nd  Floor,  Federal  Bldg. 
5104  -  50th  Avenue 
T0C  2L0 

742-4421 

Gavin  Prescott 
(acting  Branch  Office 
Manager) 

4811  -  52  Street 
T9A  1L1 

352-6081 


Castor 
D  idsbury 
I  nn  i  sf a  i 1 
La combe 
Olds 


Ponoka 
Ri  mbey 

Rocky  Mountain  House 
Sylvan  Lake 


ST.  PAUL 

Branch  in: 
Grand  Centre 


Joe  Benjamin 

5105  -  50th  Avenue 
P.O.  Box  309 
T0A  3A0 

645-4428 


Bonnyvi 1 1 e 
Lac  La  BIche 
Two  Hills 
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SLAVE  LAKE  Al  Vick  Athabasca 

Main  Floor 

106  -  1st  Street,  N . E . 
P.O.  Box  72*4 
TOG  2A0 
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Hire  ft  5tcid«nt 

1980  FUNDING  AGREEMENT 


Alberta  Advanced  Education  &  Manpower 
Special  Manpower  Programs 
September  1979 


NOTES: 

Funding  support  agreements  are  between  the  Minister  of  Advanced 
Education  and  Manpower  and  the  legal  entity  designated  by  the 
Hire-A-Student  Committee  as  trustee  for  funds.    Thus  wording  of 
agreements  can  be  slightly  different. 

The  six  urban  centres  enter  into  agreement  with  the  Minister  on  an 
individual  basis.    The  terms  of  agreement  are  essentially  the  same, 
but  Appendix  B  of  the  agreement  requires  detailed  information. 
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This  Aqreement  made  this  day  of  A.D.,  19 

BETWEEN: 

The  Town  of  ,  a  body  corporate 

duly  incorporated  under  The  Municipal  Government  Act, 

being  ChaDter  246  of  the  R.S.A.  1970,  as  amended 

(hereafter  called  "the  Town") 

-  and  - 

Her  Majesty  the  Queen,  in  right  of  the  Province  of 
Alberta,  as  represented  by  the  Minister  of  Advanced 
Education  and  Manpower 
(hereafter  called  "the  Minister") 

AS  the  Minister  wishes  to  contribute  to  the  support  of  a  Hire-A-Student 
Centre,  for  the  development  and  provision  of  an  employment  placement  service 
for  Alberta  youth  during  the  summer  of  1980,  in  the  Town  of  , 
in  the  Province  of  Alberta; 

AND  AS  the  Town  agrees  to  receive  the  funds  provided  under  this  agreement 
on  behalf  of  the  Hire-A-Student  Committee,  and  represent  the  interests  of  the 
Hi re-A-Student  Committee  provided  for  herein; 

The  parties  agree  as  follows: 

1.    The  Town  shall  ensure  that: 

a)  a  Hire-A-Student  Committee  is  established  pursuant  to  the  terms  of  the 
guidelines  contained  in  Appendix  "A"  which  is  attached  hereto  as  an 
inteqral  Dart  of  this  Aqreement; 

b)  the  Hire-A-Student  Committee  provides  a  student  summer  employment 
placement  and  career  information  service  during  the  period  from 

,  1980  to  ,  1980; 
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c)  the  Chairman  specified  in  Appendix  "B" ,  attached  hereto  as  an 
integral  part  of  this  Agreement,  assumes  responsibility  for  the 
activities  of  the  Hire-A-Student  Centre  in  accordance  with  the 
terms  of  the  Funding  Support  Application  Form  contained  in 
ADpendix  "B"; 

d)  the  activities  engaged  in  by  the  Hire-A-Student  Centre  shall  have 
a  primary  emphasis  on: 

i)  the  placement  of  students  in  summer  employment,  and 

ii)  the  provision  of  summer  employment  opportunities  and  career 
information; 

e)  the  Hire-A-Student  Committee  provides  to  the  Minister  or  his 
reDresentati ve 

i)  on  or  before  the  10th  day  of  each  month  during  the  term  of  this 
Agreement  a  monthly  itemized  statement  verifying  expenditure  of 
Provincial  Government  monies  and  containing  a  breakdown  of  all 
expenditures  listed  in  the  proposed  budget  contained  in  Appendix  "B", 

ii)  on  or  before  the  10th  day  of  each  month  during  the  term  of  this 
Agreement  a  monthly  status  report  in  writing  in  form  and  content  as 
outlined  in  the  Hire-A-Student  Handbook, 

iii)  prior  to  September  30,  1980  a  written  statement  of  account  containing 
an  extract  from  the  Town's  books  of  account  which  details  those 
expenditures  made  on  behalf  of  the  Hire-A-Student  Centre, 
and  signed  by  the  Town  Administrator  and  the  Chairman  of  the  Hire- 
A-Student  Committee, 
iv)  such  other  oral  or  written  reports  as  and  when  reguested; 

f)  the  funds  provided  under  this  Agreement  will  be  used  for  the  operation 
of  the  Hire-A-Student  Centre,  ,  and  specifically 
for  those  exDenses  identified  in  section  "A"  of  the  Proposed  Budget 
contained  in  Appendix  "B"; 
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q)  the  Minister  or  his  representative  may  audit  the  accounts  of  the 
Town  which  relate  to  the  operation  of  the  Hire-A-Student  Centre, 

,  at  any  time  or  may  request  an  audited 
financial  statement  of  the  accounts  by  a  recognized  accounting  firm. 


In  consideration  of  the  Town  fulfilling  its  obligations  hereunder,  the 
Minister  shall  pay  to  the  Town  the  sum  of  $ 

1)  This  Agreement  does  not  result  in  the  appointment  or  employment  of 
any  oerson  as  an  officer,  clerk  or  employee  of  the  Province  of 
Alberta. 

2)  The  Town  shall  indemnify  and  hold  harmless  the  Minister  from  any 
and  all  actions,  causes  of  actions,  damages  or  liability  arising 
out  of  the  acts  or  omissions  of  the  Town,  the  Hire-A-Student 
Committee,  the  Hire-A-Student  Centre,  ,  or 
any  agent  or  employee  thereof. 

3)  If  at  any  time  the  Town  fails  to  meet  the  terms  of  this  Agreement, 
the  Minister  may  terminate  the  Agreement  and  reclaim  any  monies 
provided  under  this  Agreement  and  remaining  at  the  date  of 
termination. 

4)  Each  party  warrants  that  it  has  authority  to  enter  into  this 
Agreement. 

5)  The  Town  may  not  assign  this  Agreement  without  the  prior  written 
consent  of  the  Minister. 

6)  The  parties  may  vary  or  amend  the  terms  of  this  Agreement  by 
recriprocal  correspondence  to  that  effect. 
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For  the  purpose  of  effecting  an  amendment  to  AoDendix  "B"  attached 
hereto,  there  may  be  an  exchange  of  reciprocal  correspondence 
between  the  Chairman,  Hire-A-Student  Committee  on  behalf  of  the 
Town  and  the  Executive-Director,  Career  Development,  Manpower 
Services,  on  behalf  of  the  Minister. 


IN  WITNESS  WHEREOF  the  parties  have  executed  this  Agreement  as  of  the 
date  first  above  written. 


TOWN 


WITNESS  MINISTER 


The  terms  of  this  Agreement  are  hereby  aDproved  and  accepted  by  the 
Chairman  of  the  Hi re-A-Student  Committee , 


CHAIRMAN 
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This  1s  Appendix  A  "To  a  Memorandum  of  Agreement  between  

and  Her  Majesty  the  Queen  1n  right  of  the  Province  of  Alberta 
dated  the   day  of  19  ". 


1980 

HIRE-A-STUDENT  GUIDELINES 
A.    Program  Description 

1.  The  Alberta  Hire-A-Student(H.A.S. )  program  is  a  cooperative  and 
coordinated  activity  of  government,  business,  the  community  and 
student  groups  who  are  concerned  with  the  placement  of  students 
in  summer  jobs. 

2.  The  overall  aim  of  the  program  is  to  develop  and  provide  an 
employment  placement  service  for  Alberta  youth  during  the  summer 
of  1980.    Such  a  service  is  intended  to  complement  and  supplement 
existent  services  in  Canaoa  Employment  Centres  throughout  Alberta. 

3.  The  following  objectives  stem  from  the  overall  aim: 

a)  To  establish  summer  youth  employment  offices  in  communities 
throughout  Alberta. 

b)  To  assist  in  bringing  together  youth  seeking  employment  and 
employers  seeking  employees. 

c)  To  assist  first  time  job  seekers  with  job  search  techniques. 

d)  To  promote  and  develop  positive  employer- employee  relations 
among  youth. 

e)  To  encourage  career  exploration  among  youth. 

4.  The  program  benefits  communities  as  follows: 

a)  Youth  gain  an  exposure  to  the  labour  market. 

b)  Employers  seeking  summer  help  through  the  Hire-A-Student  Centre 
obtain  assistance  in  recruiting. 

c)  Youth  receive  guidance  in  their  initial  quest  for  employment. 

d)  With  funds  earned  youth  may  be  assisted  in  continuing  their  education. 
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B.    Provincial  Government  Participation 

1.  The  Department  of  Advanced  Education  and  Manpower  is  responsible  for 
the  development,  implementation,  operation  and  monitoring  of  the 
provincial  government  participation  in  the  Hire-A-Student  program. 

2.  The  Department  provides  the  following  resources  to  the  program: 

a)  Financial.    Communities  wishing  to  participate  in  the  program 
make  application  for  funding  support  to  the  Department  of  Advanced 
Education  and  Manpower,  Special  Manpower  Programs  Branch,  The 
provincial  government  funding  support  is  intended  to  cover  staff 
salaries,  benefits,  and  travel  costs. 

b)  Personnel.    Three  full-time  staff (Hi re-A-Student  Coordinator  and 
two  Consultants)  are  delegated  to: 

tj  provide  assistance  ^ind  consultation  to  committees  applying  for 

provincial  government  funding  support; 
ii)  train  and  supervise  the  activity  of  Hire-A-Student  regional 
coordinators  in  conjunction  with  committees; 
iii)  implement  and  monitor  the  Hire-A-Student  program  throughout  the 
province;  and 

iv)  develop  and  maintain  liaison  and  coordination  with  federal  and 
provincial  government  offices  and  programs. 

Provincial  government  personnel  are  responsible  under  legislation 
for  the  verification  of  expenditures  relating  to  any  Hire-A-Student 
agreement. 

c)  Student  staff.    Regional  coordinators  are  provided  to: 

i)  assist  in  the  development  of  Hire-A-Student  activity  within  a 

given  region  of  the  province; 
ii)  coordinate  Hire-A-Student  activity  within  a  given  region  of  the 
province; 
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iii)  monitor  the  operation  of  local  Hire-A-Student  offices;  and 
iv)  assist,  where  possible,  in  the  day-to-day  operations  of  the 
local  Hire-A-Student  centre  from  which  they  operate. 

d)  Advertising  and  promotional  materials.    When  requested  by  Hire- 
A-Student  committees,  the  Department  will  develop  those  that  can 
used  on  a  province-wide  basis(e.g.  posters,  brochures,  etc.). 

C.    Community  Eligibility 

1.  Communities  wishing  to  establish  a  Hire-A-Student  centre  must  have  a 
population  in  excess  of  1,500  or  show  cause  for  the  establishment  of 

an  office.    Legitimate  cause  may  be  the  existence  of  a  large  centralized 
school  or  the  existence  of  a  large  rural  farm  population  in  the  local 
region. 

2.  Communities  must  be  able  to  generate  substantial  local  support  to 
underwrite  operational  costs  which  are  not  covered  by  the  government 
funds.    Support  can  be  monetary  or  the  provision  of  office  space, 
telephones,  advertising,  utilities,  postage  or  other  services  solicited 
in  advance  of  the  submission  for  provincial  government  funding  support. 

3.  Communities  must  establish  a  Hire-A-Student  committee  that  will  function 
as  follows: 

a)  Be  responsible  for  establishing  local  policy  and  procedure  compatible 
with  the  overall  Hire-A-Student  program. 

b)  In  concert  with  the  regional  coordinator  for  the  area,    be  responsible 
for  establishing  a  hiring  board  that  will  interview  and  select  a 
local  student  to  manage  the  Hire-A-Student  centre. 

c)  Be  responsible  for  proper  utilization  of  funds  in  the  day  to  day 
operation  of  the  office,  appropriate  recordkeeping,  and  payroll  duties 

d)  Provide  direction  and  support  to  the  staff  employed  to  operate  the 
local  program. 

e)  Be  responsible  for  ensuring  the  terms  of  the  funding  agreement  are  met 
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4.  For  a  balanced  and  effective  committee,  membership  should  include 
representatives  from  the  local  Chamber  of  Commerce,  local  businesses, 
service  clubs,  educational  institutions,  homemakers  and  others 
interested  in  helping  youth  help  themselves.    Committee  members  should 
have  knowledge  of  local  economic  conditions  and  attitudes. 

5.  One  member  of  the  committee  is  expected  to  attend  the  Hire-A-Student 
May  training  session  with  the  selected  local  office  manager. 

D.    Funding  Agreement 

1.  Eligible  communities  may  qualify  for  funds  from  the  provincial 
government  equivalent  to  the  cost  of  retaining  student  staff  for 
the  period  in  which  the  Hire-A-Student  centre  is  operational. 

2.  Where  the  federal  government  has  a  Hire-A-Student  centre  located  in  a 
regular  Canada  Employment  Centre,  and  where  there  is  no  established 
Hire-A-Student  committee,  then  it  will  be  the  responsibility  of  the 
Canada  Employment  and  Immigration  Commission  to  provide  resources  for 
a  summer  student  placement  service  to  that  community. 

3.  Nonetheless,  the  provincial  government  will  provide  complementary  and 
supplementary  funding  support  to  those  Hire-A-Student  centres  located 
in  a  regular  Canada  Employment  Centre  providing: 

a)  A  Hire-A-Student  committee  is  established  and  chaired  by  a  community 
representative,  and 

b)  All  Hire-A-Student  staff  report  to  the  committee(in  this  case,  it  is 
assumed  that  the  local  Canada  Employment  Centre  manager,  or  designate, 
will  sit  as  a  member  of  the  committee). 

4.  Funding  will  be  based  on  the  population  of  the  town  or  city  where  the 
Hire-A-Student  office  is  located  as  outlined  in  the  current  "Alberta 
Municipal  Affairs  Official  Population  List." 
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5.  Maximum  support  will  be  the  total  of  resources  provided  to  one  Hire- 
A-Student  centre  by  both  the  federal  and  provincial  governments, 
determined  as  follows: 

a)  Communities  under  2,000  in  population  up  to  $1,300.00 

b)  Communities  with  populations  of  2,000-4,000  up  to  $2,500.00. 

c)  Communities  with  populations  of  4,000-8,000  up  to  $3,200.00. 

d)  Communities  with  populations  of  8,000-15,000  up  to  $4,200.00. 

e)  Communities  with  populations  over  15,000,  with  no  Canada  Employment 
Centre,  up  to  $7,000.00. 

f)  Communities  over  15,000  with  educational  institutions  offering 
university  or  university-accredited  courses,  up  to  their  budget 
submission  as  negotiated  with  the  department. 

6.  Hire-A-Student  committees  should  designate  a  legal  entity,  preferably 
one  with  an  established  employer  number(i.e.  town  office,  service  club, 
etc.)  to  hold  the  provincial  government  funding  support  monies  in  trust 
for  them.    Such  encouragement  to  use  entities  having  employer  numbers 

is  based  on  actual  program  experience;  committees  using  this  method  have 
found  that.it  eases  their  administrative  work  load. 

7.  Funding  agreement  applications  will  be  reviewed  and  processed  in  the 
order  they  are  received. 

8.  Funding  agreement  applications  shall  include  the  following  information: 

a)  The  name  and  address  of  the  legal  entity  designated  to  receive  the 
funding  cheque  on  behalf  of  the  local  Hire-A-Student  committee. 

b)  The  names,  occupations,  addresses  and  phone  numbers  of  the  Hire-A- 
Student  committee  members. 

c)  A  recommendation  on  opening  and  closing  dates  for  the  local  Hire-A- 
Student  office,  and  daily  hours  of  operation  in  accordance  with  the 
apparent  needs  of  the  community. 
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d)  A  proposed  budget  for  total  operations  that  includes  a  realistic 
estimate  of  the  specific  support  committed  by  the  community, 
including  committee  or  other  donors. 

9,  The  legal  entity  receiving  funds  in  trust  for  the  Hire-A-Student  committee 
is  required  to  sign  a  Memorandum  of  Agreement  with  the  Department,  the 
terms  of  which  shall  be  approved  and  accepted  by  the  Chairman,  Hire-A- 
Student  Committee. 

10.  Assistance  and  consultation  in  developing  an  outline  for  office  operations, 
and  further  information  is  available  from: 


Hfre^A-Student  Resource  Section 
Special  Manpower  Programs  Branch 
Alberta  Advanced  Education  and  Manpower 
Parkside  Building 
10924  -  119  Street 
EDMONTON,  Alberta 
T5H  3P5 


Phone:    427-011 5(Collect) 
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This  Is  Appendix  "B"  to  a  Memorandum  of  Agreement  between 

 ,  and  Her  Majesty  the  Queen,   in  riqht  of  the  Province  of  Alberta 

dated   ,  A.D.   19  . 


HIRE-A-STUDENT  FUNDING  SUPPORT  APPLICATION  FORM 


TOWN/CITY     (Mailing  Address  for  Funding  Support  Cheque) 


HIRE-A-STUDENT  COMMITTEE  MEMBERS 

Name  Address  Telephone  No.  Occupat ? on 

Chairman        

Membe  rs 


PROPOSED  OPENING  DATE  FOR  H.A.S.  CENTRE 
PROPOSED  CLOSING  DATE  FOR  H.A.S.  CENTRE 

PROPOSED  HOURS  OF  OPERATION 


COMMITTEE  REMARKS 


H.A.S.  COORDINATOR'S  COMMENTS 


.../2 
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}$SQ  H 1 RE-A-STUDENT  PROPOSED  BUDGET 

(Appendix  B  page  2) 
A.     RE:     PROVINCIAL  GOVERNMENT  FUNDING  SUPPORT: 

Wages(as  local  conditions  dictate) 

 students  @  /nr.  for  hours  $  

Employee  Benefits 

-  estimated  at  10%  of  total  salary  $  

Employee  Travel  Expenses 

Include  four  trips  to  regional  H.A.S.  Centre  training 
sessions,  and  travel  re:  school  presentations,  etc.  $  

Mi  seel laneous (speci fy)  $  


Total  Provincial  Government  Funding  Support  Applied  For  $ 


B.     DONATED  COMMUNITY  SUPPORT: 


Telephone  and  Utilities  $ 

Office  Rent  $ 

Equipment  and  Supplies  $ 

Publicity  and  Printing  $ 

Other  Donated (speci fy)  $ 


Total   Donated  Community  Support 


Total   1980  Budget 


Note:     Applications  for  Provincial  Government  Funding  Support  should  be  sent  to 
Hi  re-A-Siudent  Resource  Office,   1092*1  -  119  Street,  Edmonton,  Alberta  T5H  3P5 
(Phone  ^27-0115) 


APPENDIX  D 
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STANDARD  INDUSTRIAL  CODES 


Division  1  -  Agriculture 

Ind. 
No. 

Major  Group  l -Experimental  and  Institutional  Farms 

001     Experimental  and  University  Farms 
003     Institutional  Farms 

.Major  Group  2 -Farms  (except  Experimental  and  Insti- 
tutional Farms) 

Oil  Livestock  and  Livestock  Combination  Farms 

013  Field  Crop  and  Field  Crop  Combination  Farms 

015  Fruit  and  Vegetable  Farms 

017  Other  Crop  and  Livestock  Combination  Farms 

019  Miscellaneous  Specialty  Farms 

Major  Group  3 -Services  Incidental  to  Agriculture 

021     Services  Incidental  to  Agriculture 


Division  2 -Forestry 

Major  Group  1  -  Logging 

031  Logging 

Major  Group  2  — Forestry  Services 
039     Forestry  Services 


Division  3 -Fishing  and  Trapping 

Major  Group  1  -  Fishing 

Oil  Fishing 

Major  Group  2 -Fishery  Services 
C45     Fishery  Services 

Major  Group  3  — Hunting  and  Trapping 

341     Hunting  and  Trapping 


Division  4  — Mines  (including  Milling).  Quarries 
and  Oil  Wells 

Major  Group  l- Metal  Mines 

051  Placer  Gold  Mines 

052  Gold  Quartz  Mines 
057  Uranium  Mines 
059  [ron  Mines 

059  Miscellaneous  Metal  Mines 

Major  Group  2 -Mineral  Fuels 

&l     Coal  Mines 

Crude  Petroleum  and  Natural  Gas  Industry 

Major  Group  3- Non-Metal  Mines  (except  Coal  Mines) 
Hi     Asbestos  Mines 
°72     Peat  Extraction 
01  *     Gypsum  Mines 
°79     Miscellaneous  Non-Metal  Mines 

Major  Group  4 -Quarries  and  Sand  Pits 

-  »">     Sf.  ,r.e  Quarries 

TO     Sard  Pits  or  Quarries 


Ind.  Division  4— Mines  (including  Milling),  Quarries 
No.  and  Oil  Wells  -  Concluded 

Major  Group  3 -Services  Incidental  to  Mining 

096     Coatrac:  Drilling  for  Petroleum 

093     Other  Contract  Drilling 

0S9     Miscellaneous  Services  Incidental  to  Mining 


Division  5 -Manufacturing  Industries 

Major  Group  1  —  Food  and  Beverage  Industries 

101  Meat  and  Poultry  Products  Industries 

102  Fish  Produces  Industry 

103  Fruit  and  Vegetable  Processing  Industries 

104  Dairy  Produces  Industry 

105  Flour  and  Breakfast  Cereal  Products  Industry 

106  Feed  Industry 

107  Bakery  Products  Industries 

108  Miscellaneous  Food  Industries 

109  Beverage  Industries 

Major  Group  2 -Tobacco  Products  Industries 

151     Leaf  Tobacco  Processors 

153     To'cacco  Products  Manufacturers 

Major  Group  3 -Rubber  and  Plastics  Products  Industries 

162     Rubier  Products  Industries 

165     Plastics  Fabricating  Industry,  n.e.s. 

Major  Group  4 -Leather  Industries 

172     Lea:fee:  Tanneries 

174  Shoe  Factories 

175  Leather  Glove  Factories 

179     Luggage,    Handbag  and  Small  Leather  Goods  Manu- 
facturers 


Major  Group  5 -Textile  Industries 

181  Cctton  Yarn  and  Cloth  Mills 

182  Wool  Yam  and  Cloth  Mills 

183  Man-made  Fibre,  Yarn  and  Cloth  Mills 
134  Cordage  aad  Twine  Industry 

185  Felt  and  Fibre  Processing  Mills 

185  Carpet  Mat  and  Rug  Industry 

187  Canvas  Products,  and  Cotton  and  Jute  Eags  Industries 

188  Automobile  Fabric  Accessories  Industry 
139  Miscellaneous  Textile  Industries 

Major  Group  6 -Knitting  Mills 

231  Hosiery  Mills 

239  Knitting  Mills  (except  Hosier)  Mills) 

Major  Group  7  — Clothing  Industries 

243  Men's  Clothing  Industries 

244  Women's  Clothing  Industries 

245  Children's  Clothing  Industry 

246  Fur  Ootids  Industry 

248  Foundation  Garment  Industry 

249  Miscellaneous  Clothinn  Industries 

Major  Group  8  — Wood  Industries 

251  SawraiUs,  Planing  Mills  and  Shingle  Mulls 

252  Veneer  and  Plywood  Mills 

254  Sash.  Door  and  Other  Millwork  Plants 

256  Wooden  Box  Factories 

253  CofHs  and  Casket  Industry 
259  M.  »cdllaneous  Wood  Industries 
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Division  3  —  Manufacturing  Industries  —  Continued 

Major  Croup  9 -Furniture  and  Fixture  Industries 

261  Household  Furniture  Manufacturers 

254  Office  Furniture  Manufacturers 

266  Miscellaneous  Furniture  and  Fixtures  Manufacturers 

268  Electric  Lamp  and  Shade  Manufacturers 

Major  Group  10 -Paper  and  Allied  Industries 

271  Pulp  and  Paper  Mills 

272  Asphalt  Roofing  Manufacturers 

273  Paper  Box  and  Bag  Manufacturers 

274  Miscellaneous  Paper  Converters 

Major  Group  11  — Printing.  Publishing  and  Allied  Indus- 
tries 

236     Commercial  Printing 

287  Platemaking.  Typesetting  and  Trade  Bindery  Industry 

288  Publishing  Only 

283     Publishing  and  Printing 

Major  Group  12 -Primary  Metal  Industries 

291  lion  and  Steel  Mills 

292  Steel  Pipe  and  Tube  Mills 

294  Iron  Foundries 

295  Smelting  and  Refining 

296  Aluminum  Rolling,  Casting  and  Extruding 

297  Copper  and  Copper  Alloy  Rolling,  Casting  and  Extruding 

293  Metal  Rolling.  Casting  and  Extruding,  n.e.s. 

Major  Group  13 -Metal  Fabricating  Industries  (except  Ma- 
chinery and  Transportation  Equipment  Industries) 

301  Boiler  and  Plate  Works 

302  Fabricated  Structural  Metal  Industry 

303  Ornamental  and  Architectural  Metal  Industry 

304  Metal  Stamping.  Pressing  and  Coating  Industry 

305  Wire  and  Wire  Products  Manufacturers 

305  Hardware,  Tool  and  Cutlery  Manufacturers 

307  Heating  Equipment  Manufacturers 

303  Machine  Shops 

309  Miscellaneous  Metal  Fabricating  Industries 


Major  Group  14 -Machinery  Industries  (except  Electrical 
Machinery) 

311      Agricultural  Implement  Industry 

315  Miscellaneous  Machinery  and  Equipment  Manufacturers 

316  Commercial  Refrigeration  and  Air  Conditioning  Equip- 

ment Manufacturers 
318     Office  and  Store  Machinery  Manufacturers 

Major  Croup  15 —  Transportation  Equipment  Industries 

321  Aircraft  and  Aircraft  Parts  Manufacturers 

323  Motor  Vehicle  Manufacturers 

324  Truck  Body  and  Trailer  Manufacturers 

325  Motor  Vehicle  Parts  and  Accessories  Manufacturers 

326  Railroad  Rolling  Stock  Industry 

327  Shipbuilding  and  Repair 

328  Boatbuilding  and  Repair 

329  Miscellaneous  Vehicle  Manufacturers 


Major  Croup  16  — Electrical  Products  Industries 

331  Manufacturers  of  Small  Electrical  Appliances 

332  Manufacturers  of  Major  Appliances  (Electric  and  Non- 

Electric) 

333  Manufacturers  of  Lighting  Fixtures 

334  Manufacturers  of  Household  Radio  and  Television  Re- 

ceivers 

335  Communications  Equipment  Manufacturers 

336  Manufacturers  of  Electrical  Industrial  Equipment 

338  Manufacturers  of  Electric  Wire  and  Cable 

339  Manufacturers  of  Miscellaneous  Electrical  Products 


Division  5  -  Manufacturing  Industrie*  -  Concluded 

Major  Group  17  -  Non-Metallic  Mineral  Products  lndustr!*» 

351  Clay  Products  Manufacturers 

352  Cement  Manufacturers 

3c3     Stone  Products  Maca'actuxers 

354  Concrete  Products  M:<nufactuiers 

355  Ready-Mix  Concrete  Manufacturers 

3:J3  Glass  and  Glass  Products  Manufacturers 

357  Abrasives  Manufacturers 

358  Lime  Manufacturers 

359  Miscellaneous  Nor.-Metallic  Mineral  Products  Industries 

Major  Group  18  — Petroleum  and  Coal  Products  Industries 

355     Petroleum  Refineries 

359     Miscellaneous  Petroleum  and  Coal  Products  Industries 


Major  Group  19 -Chemical  and  Chemical  Products  Indus- 
tries 

372  Manufacturers  of  Mixed  Fertilizers 

373  Manufacturers  of  Plastics  and  Synthetic  Resins 

374  Manufacturers  of  Pnarmaceuticals  and  Medicines 

375  Paint  and  Varnish  Manufacturers 

376  Manufacturers  of  Soap  and  Cleaning  Compounds 

377  Manufacturers  of  Toilet  Preparations 

378  "Manufacturers  of  Industrial  Chemicals 

379  Miscellaneous  Chemical  Industries 


Major  Group  20  — Miscellaneous  Manufacturing  Industries 

331  Scientific  and  Professional  Equipment  Industries 

LiS2  Jewellery  and  Silverware  Industry 

393  Sporting  Goods  and  Toy  Industries 

397  Signs  and  Displays  Industry 

399  Miscellaneous  Manufacturing  Industries,  n.e.s. 


Division  6 -Construction  Industry 

Major  Group  1  — General  Contractors 

404  Euilding  Construction 

405  Highway.  Bridge  and  Street  Construction 
409     Other  Construction 

Major  Group  2 —  Special -Trade  Contractors 

421     Special- Trade  Contractors 


Division  7 -Transportation,  Communication  and  Other  Utilities 

Major  Group  1 —  Transportation 

501  Air  Transport 

502  Services  Incidental  to  Air  Transport 

503  Railway  Transport 

504  Water  Transport 

505  Services  Incidental  to  Water  Transport 
505  Moving  and  Storage.  Used  Goods.  Uncrated 
507  Other  Truck  Transport 

503  Bus  Transport.  Intamrhan  and  Rural 

509  Urban  Transit  Systems 

512  Taxicab  Operations 
515  Pipeline  Transport 

515  Highway  and  Bridge  Maintenance 

517  Miscellaneous  Services  Incidental  to  Transport 

513  Other  Transportation 


Major  Group  2 -Storage 

524     Grain  Elevators 

527     Other  Storage  and  Warehousing 
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Division  7  -  Transportation,  Communication 
and  Other  Utilities  -  Concluded 


Major  Group  3  —  Communication 

543  Radio  and  Television  Broadcasting 

544  Telephone  Systems 

545  Telegraph  and  Cable  Systems 
51S  -Post  OiQce 

major  Group  4— Electric  Power.  Gas  and  Hater  Utilities 

572  Electric  Power 

574  Gas  Distribution 

576  Water  Systems 

579  Other  Utilities 


Division  8 -Trade 

Major  Group  1  -  Wholesale  Trade 

602  Wholesalers  of  Farm  Products 

606  Wholesalers  of  Coal  and  Coke 

60S  Wholesalers  of  Petroleum  Products 

611  Wholesalers  of  Paper  and  Paper  Products 

612  Wholesalers  of  General  Merchandise 

614  Wholesalers  of  Food 

615  Wholesalers  of  Tobacco  Products 

616  Wholesalers  of  Drugs  and  Toilet  Preparations 

617  Wholesalers  of  Apparel  and  Dry  Goods 

618  Wholesalers  of  Household  Furniture  and  FurnisLirtS 

619  Wholesalers  of  Motor  Vehicles  and  Accessories 

621  Wholesalers  of  Electrical  Machinery.  Equip-ertr  ard 

Supplies 

622  Wholesalers  cf  Farm  Machinery  and  Equipment 

623  Wholesalers  of  Machinery  ar.d  Equipment,  n.e.s. 

624  Wholesalers  cf  Hardware.  Plumbing  and  Heatbg  Equip- 

ment 

625  Wholesalers  of  Metal  and  Metal  Products,  n.e.s. 
52S     Wholesalers  of  Lumber  and  Building  Materials 
627     Wholesalers  of  Scrap  and  Waste  Materials 

529     Wholesalers,  n.e.s. 


Major  Group  2 -Retail  Trade 


€31 

Food  Stores 

642 

General  Merchandise  Stores 

652 

Tire.  Batterj  and  Accessories  Stores 

654 

Gasoline  Service  Stations 

656 

Motor  Vehicle  Deaths 

fj8 

Motor  Vehicle  Repair  Shops 

6X3 

Shoe  Srores 

665 

Men's  Clothing  Stores 

667 

Women's  Clo-.hing  Stores 

669 

Clothing,  ace  Dry  Goods  Stcres.  n.e.s. 

673 

Hardware  Stcres 

676 

Household  F-jrr.iture  and  Appliance  Stores 

678 

Radio.    Television   and   Electrical  Appliance  Repair 

Shops 

6rl 

Drug  Stores 

69! 

3ook  and  Stationery  Stores 

632 

Florists'  Shr.ps 

694 

Jewellery  Stcres 

695 

Watch  and  Jewellery  Repair  Shops 

696 

Liquor.  Wire  and  Eeer  Sto;es 

697 

Tobacconists 

693 

Retail  Stores,  n.e.s. 

Division  9 -Finance.  Insurance  and  Real  Estate 

Major  Group  1  -  Finance  Industries 

_H      Banks  — d  Other  Deposit  Accepting  Establishments 
•03     Other  Crri::  Agencies 

?'J5     Security  Seekers  and  Deaivs  (including  Eicr.ar.ses;. 
lr~     Investment  scd  Holding  Cc-^anies 
~-'.r>     Canadian  Offices' of  Canaiian-Inccrpcrated  Co-parties 
Classified  2S  Non-Canaan 


Division  9  — Finance,  insurance 
and  Real  Estate  -  Concluded 

Major  Group  2  — Insurance  Carriers 
721      Insurance  Carriers 

Major  Group  3- Insurance  Agencies  and  Real  Estate  Indus- 
try 

735     Insurance  and  Real  Estate  Agencies 
737     Real  Estate  Operators 


Division  10- Community,  Business  and  Personal  Service 
Industries 


Major  Croup  l  —  Education  and  Related  Services 

801  Kindergartens  and  Nursery  Schools 

802  Elementary  and  Secondary  Schools 

803  Schools  of  Art  and  of  the  Performing  Arts 

804  Vocational    Centers.    Trade    Schools    and  Eusiness 

Colleges 

805  Pest-Secondary  Non-University  Educational  Institutions 

806  Universities  and  Colleges 

807  Libraries.  Museums  and  Other  Repositories 
809  Education  and  Related  Services,  n.e.s. 

Major  Group  2 -Health  and  Welfare  Services 

821  Hospitals 

822  Related  Health  Care  Institutions 

823  Offices  of  Physicians  and  Surgeons 

824  Offices  of  Para-medical  Personnel  (Practitioners) 

825  Offices  of  Dentists 

826  Diagnostic  and  Therapeutic  Services,  n.e.s. 

827  Miscellaneous  Health  Services 

828  Welfare  Organizations 

Major  Group"3~^  Religious  Organizations 

831  Religious  Organizations 

Major  Group  4 -Amusement  and  Recreation  Services 

841  Motion  Picture  Theatres 

842  Motion  Picture  Production  and  Distribution 

843  Bowling  Alleys  and  Billiard  Parlours 

844  Golf  Clubs  and  Country  Clubs 

845  Theatrical  and  Other  Staged  Entertainment  Services 
849  Miscellaneous  Amusement  and  Recreation  Services 

Major  Group  5  — Services  to  Business  Management 

851  Employment  Agencies  and  Personnel  Suppliers 

853  Computer  Services 

855  Security  and  Investigation  Services 

851  Offices  of  Accountants 

862  Advertising  Services 

863  Offices  of  Architects 

864  Engineering  and  Scientific  Services 

866  Offices  of  Lawyers  and  Notaries 

867  Offices  of  Management  and  Business  Consultants 
869  Miscellaneous  Services  to  Business  Managenent 

Major  Group  6— Personal  Services 

871  Shoe  Repair  Shops 

'672  Barber  and  Beauty  Shops 

873  Private  Households 

£74  Laundries,  Cleaners  and  Pressers  (except  Self-Service) 

876  Self-service  Laundries  and  Dry  Cleaners 

877  Funeral  Services 

879  Miscellaneous  Personal  Services 

Major  Group  7  — Accommodation  and  For>d  Services 

881  Hotels  2nd  .Motels 

833  Lodiinfe  Houses  and  Residential  Clubs 

684  Ci-r.ping  Grounds  and  Trailer  Parks 

885  Res:a  iTunts.  Caterers  and  Taverns 


-173- 


Appendi x  D  page  4 


Division  10  -  Community',  Business  and  Persona]  Ser\ice 
Industries  -  Concluded 

Major  Group  8  -  Miscellaneous  Serv  ices 

§91  Labour  Organizations  and  Trade  Associations 

893  Photographic  Services,  n.e.s. 

991  Automobile  and  Truck  Rental 

895  Machinery  and  Equipment  Rental 

896  Blacksmlthing  and  Welding  Shops 

897  Miscellaneous  Repair  Shops 

898  Services  to  Buildings  and  Dwellings 

899  Miscellaneous  Services,  n.e.s. 


Division  11  —  Public  Administration  and  Defence 

Major  Group  1  -  Federal  Administration 

802     Defence  Services 

909     Other  Federal  Administration 


Division  11 -Public  Administration 
and  Defence  —  Concluded 

Major  Group  2  — Provincial  Administration 
931      Provincial  Administration 

Major  Group  3- Local  Administration 

951     Local  Administration 

Major  Group  4 -Other  Government  Offices 
991     Other  Government  Offices 

Division  12  —  Industry  Unspecified  or  Undefined 

999     Canadian-Incorporated  Companies  Classified  as  Non- 
Canadian 
000     Unspecified  or  Undefined 
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CLEARANCE 

(Note:  this  program  originates  with  the  Canada  Employment  and  Immigration 
Commission.     If  you  have  any  questions  or  require  further  i nf ormat ion ( ie 
on  the  Mobility  Program  or  the  Job  Order  Bank)  consult  your  local  Canada 
Employment  Centre  personnel.) 

Occasionally,  H i re-A-Student  is  unable  to  meet  an  employer's  need  for 
summer  help;  that  is,  there  are  no  students  qualified  for  or  interested 
in  the  position.     When  a  H i re-A-S tudent  office  is  unable  to  fill  a  job 
order  locally,  the  order  may  be  "cleared". 

Clearance  allows  the  job  order  to  be  circulated  to  the  other  CECs  within 
the  local  area,  the  Region  and  across  Canada,   if  necessary. 

If  a  student  in  another  area  is  qualified  for  the  job  and  is  satisfactory 
to  the  employer,  Canada  Employment  may  assist  the  student  in  moving  to 
the  job  through  the  Student  Mobility  Program.     If  you  feel  you  have  an 
order  which  should  be  cleared: 

1.  Advise  the  employer  your  office  is  encountering  difficulty  filling  this 
order. 

2.  Offer  suggestions  to  the  employer  to  alleviate  the  problem(ie  would  he/ 
she  consider  offering  the  job  to  someone  with  less  experience;  could  the 
employer  raise  the  wage  so  it  is  compatible  to  similar  jobs  in  the  area; 
are  there  problems  with  transportation,  accommodation,  etc.  that  the 
employer  could  solve;  could  the  job  duties  be  reviewed  so  they  were 
recorded  properly;  would  it  be  possible  to  re-word  the  job  duties  to 
interest  the  students. 

3.  Explain  the  clearance  procedure  to  the  employer  and   if  the  employer 
agrees,  clear  the  order.    To  clear  the  order  contact  your  local  Canada 
Employment  Centre  personnel. 


I 
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OTHER  RESOURCE  SOURCES 

During  the  summer  you  will  receive  inquiries  and  questions  you  may  not 
be  able  to  answer.     Below  is  a  list  of  resource  personnel  who  can  help. 

Chamber  of  Commerce  or  Board  of  Trade 

As  one  of  the  main  sponsors  of  the  H i re-A-Studen t  program,  the  Alberta 
Chamber  of  Commerce  can  be  approached  for  information  regarding  Chamber 
involvement  throughout  the  province.    Mr.  Brigham  Day,  general  manager 
of  the  Alberta  Chamber  is  active  in  H i re-A-Student ,  and  can  be  contacted 
at: 

Alberta  Chamber  of  Commerce 

212  -  10201  -  104  Street 

Edmonton,  Alberta 

T5J  1B2 

Phone  424-0531 

Alberta  Labour  Standards  Branch 

Information  on  labour  standards  as  applicable  to  Alberta  can  be  obtained 
from  local  Labour  Standards  branches.     The  Labour  Act  covers  Minimum 
Wages,  Hours  of  Work,  Overtime,  Vacations,  etc.  as  well  as  legislation 
applying  to  Adolescents.     Individual  problems  or  questions  come  up  from 
time  to  time  which  your  local  branch  can  help  you  with. 

Further,   legislation  under  the  Alberta  Labour  Act  is  subject  to  change. 
For  updated  information,  contact  the  Labour  Standards  branches  located 
at  one  of  the  following  addresses: 
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CALGARY      -  11th  Floor 

633  -  6th  Ave.S.W. 
Calgary,  Alta.  T2P  2Y5 
Ph:  261-6555 


LETHBR I DGE      -  315  Government  Centre 
P.O.Box  30 1 4 

Leth.bridge,Al  ta.  T1H  0H5 
Ph:  329-5W 


EDMONTON 


EDSON 


GRANDE 
PRAIRIE 


#403,  10339  -  124th  St 
Edmonton,  Alta.T5N  3WT 
Ph:  427-3731 

5013  -  3rd  Ave. 
P.O.Box  165B 
Edson,  Alta.  TOE  0P0 
Ph:  723-3341 

#306,  9905  -  100th  St. 
Grande  Prairie,  Alta. 
T8V  2L8 
Ph:  539-2253 


MEDICINE  HAT  -  770-6th  St.S.W. 

Medicine  Hat,  Alta. 

T1A  4J6 

Ph:  529-3524 

RED  DEER         -  #305,  4808  -  50th  St. 

P.O.  Box  5002 

Red  Deer,  Alta.  T4N  5Y5 

Ph:  343-5153 

ST.  PAUL         -  414,  5025-49th  Ave. 

St.  Paul ,  Alta.  TOA  3A0 
Ph:  645-4475  ext.  77 


Alberta  Career  Centres 

These  are  provincial  centres  which  offer  information  on  selecting  personally 
appropriate  occupations,  help  in  identifying  the  skills,  training  and/or 
education  required  to  enter  various  occupations,  referral  to  agencies  or 
institutions  with  training  or  educational  programs,  and  information  regarding 
various  forms  of  financial  assistance  that  are  available  to  Albertans  while 
training  for  a  career.     These  offices  are  located  as  follows: 


CALGARY      -  801  Sun  Oil  Bldg. 

500  -  4th  Avenue  S.W. 

T2P  2V6 

Ph:  261-6347 

EDMONTON    -  Parkside  Office  Bldg. 
10924  -  119  St. 
T5H  3P5 
Ph:  427-5659 


FORT  MCMURRAY  -  Upstairs  Offereins  Bldg. 

991 2A  Franklin  Avenue 

T9H  3G3 

Ph:  743-7207 

LETHBR I DGE        -  400  Professional  Bldg. 

740-4th  Avenue  S. 

T1J  0N9 

Ph:  329-5444 
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MEDICINE  HAT    -  Provincial  Government  Building 
770  -  6  Street  S.W. 
T1A  4J6 
Ph:  529-3511 


PEACE  RIVER 


PINCHER  CREEK 


RED  DEER 


ST.  PAUL 


Box  2280 
Grimble  Building 
10032  -  99  Street 
TOH  2X0 
Ph:  624-6209 

c/o  Mathew  Ha  1  ton 

Community  School 

Box  1090 

T0K  1W0 

Ph:  672-3922 

Box  5002 

Provincial  Government  Building 

206,  4935  -  51  Street 

T4N  5Y5 

Ph:  343-5353 

Box  19*9 

405  Provincial  Building 

5025  -  49  Avenue 

T0A  3A0 

Ph:  645-4475 


Alberta  Human  Rights  Commission 


The  Individual  Right's  Protection  Act  prohibits  discrimination  practices 
with  regards  to  accommodation,  employment,  wages  or  services  on  the 
grounds  of  race,  religious  beliefs,  colour,  sex,  marital  status,  age, 
ancestry  or  place  of  birth.     If  someone  is  discriminated  against  on 
any  of  these  grounds  they  should  contact  the  Alberta  Human  Right's 
Commission.     Upon  receiving  a  complaint  of  discrimination  the  Commission 
will  have  a  representative  look  into  the  matter  and  take  whatever  steps 
are  necessary  to  correct  the  discriminatory  situation.     Office  locations 
are : 
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EDMONTON     -  10053  -  111  Street 


CALGARY    -  633  "  6th  Avenue  S.W. 


Edmonton,  Alberta 
T5K  2H8 


Calgary,  Alberta 
T2P  2Y5 

Ph:  (403)261-6571 


Ph:  (403)427-7661 


Apprenticeship  Trade  Certification  Branch 

This  provincial   program  combines  on  the  job  and  technical   training  that 
leads  to  certification  as  a  qualified  trades  person  or  journeyman.  People 
interested  in  entering  any  of  the  trades  are  encouraged  to  visit  a  job 
site  to  observe  someone  actually  working  in  the  trade.  They  can  also  get 
detailed  information  and  counselling  at  the  following  Apprenticeship 
b  ranches : 


FORT  MCMURRAY  -  Offereins  Building  -  743-8777 
District  Agriculturist  And  Canada  Farm  Labour  Pool 

These  are  offices  which  are  often  involved   in  government  placement  programs. 
Inquiries  about  subsidization  of  wages  for  student  farm  labourers,  etc.  can 
be  directed  toward  these  agencies.     They  are  listed  under  Government  of 
Alberta  and  Government  of  Canada  in  telephone  directories. 

Recreation  Director,  Preventive  Social   Services  Director,  And  District  Home 
Econom  ?  st 

These  people  are  often  involved  in  various  community  courses  and  programs, 
and  can  be  of  great  help  if  you  want   information  on  local  events  or  projects. 
Your  Town  Office  can  tell  you  how  to  locate  these  personnel. 


EDMONTON  -  10339  -  124  Street  -  427"3722 
CALGARY  -  1520  -  4th  St. S.W.  -  261-6457 

LETHBR I DGE  -  Provincial  Building  -  329-5380 
GRANDE  PRAIRIE-Provincial  Building  -  539~2240 


RED  DEER  -  Professional  Building  -  3^3-5151 


-  179  - 


Appendix  F  -  page  5 


TELEPHONE  DIRECTORY 


Resource  Personnel  Name  Phone  Number 

Committee  Chairman     

Committee  Members     


Regional  Coordinator     

Graduate  Assistant     

Canada  Employment 

Centre     

Coordinating  Team 
Members : 

Provincial  Linda  Jorstad   427-01 1 5 

Cindy  Makowichuk  427-011 5 


Federal  Julie  Munson   420-2099 

Lorie  Hunchak   420-2099 

Chamber  of  Commerce 
Local  President 


Alberta  General 

Manager  Brigham  Day   424-0531 
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Resource  Personnel  Name 

Newspaper 

Editor   

Reporter   

Service  Clubs 

  President   

  President   

  President   

  President   

  Town  Office   

Alberta  Career  Centre   

Alberta  Human  Rights 
Comm  i  ss  ion 


Alberta  Labour 
Standards  Branch 


Apprenticeship  Trade 
Certification  Branch 

Canada  Farm  Labour 
Pool 

District  Agriculturist 

District  Home  Economist 

Preventive  Social 
Services  Director 

Recreation  Director 
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